Greenfield-Central Community School Corporation
Imagine More. Explore More. Achieve More.
Certified Staff Handbook 2019-20

Vision: Learning For All; All For Learning
Mission: Greenfield-Central Schools, in partnership with parents and community, will effectively
prepare students to be lifelong learners and contributing members of a changing world.

COMMITMENT TO SAFETY
See Greenfield-Central School Board of Trustees Policy 7430
Greenfield-Central Community School Corporation is firmly committed to the safety of our
employees. We will do everything possible to prevent workplace accidents and we are
committed to providing a safe working environment for all employees.
Employees are encouraged to report any unsafe work practices or safety hazards encountered
on the job. All accidents/incidents (no matter how slight) are to be immediately reported to the
employee’s supervisor.
A key factor in implementing this policy will be the strict compliance to all applicable federal,
state, local, and Greenfield-Central Community School Corporation policies and procedures.
Failure to comply with these policies may result in disciplinary actions.
Additionally, Greenfield-Central Community School Corporation subscribes to these principles:
●
●
●

Many accidents are preventable through implementation of effective Safety and Health
Control policies and programs.
Safety and health controls are a major part of our work every day.
Employees are responsible for following safe work practices and rules, and for
preventing accidents and injuries. Management will establish lines of communication to

●

●

solicit and receive comments, information, suggestions and assistance from employees
where safety and health are concerned.
Our safety program applies to all employees and persons affected or associated in any
way by the scope of this institution. Everyone’s goal must be to constantly improve
safety awareness and to prevent accidents and injuries.
NO EMPLOYEE IS EVER REQUIRED to perform work that he or she believes is unsafe,
or that he or she thinks is likely to cause injury or a health risk to themselves or others.

BLOODBORNE PATHOGENS
See Greenfield-Central School Board of Trustees Policy 8453.01
In the event that you find spilled bodily fluids, a syringe, or other medically contaminated materials, do
not attempt to clean up by yourself. Contact building level custodian immediately for instructions.
EVACUATION
See Greenfield-Central School Board of Trustees Policy 8420
●

●
●

●
●
●
●
●

Upon becoming aware of a fire alarm, employees should immediately evacuate the
building. Do not delay evacuation to get personal belongings or to wait for co-workers.
Also, all doors should be closed as the last person passes through. (Note: never use
elevators during fire alarm situations.)
Administrators should be the last to leave the area. Check the building to be sure that all
personnel have evacuated.
Any employee having mobility, visual, hearing, or other conditions, which may hinder
them from becoming aware of an emergency or evacuation, should request special
assistance through the building administrator.
Upon exiting the building, all personnel should report for a head count.
If any employee is missing, an immediate report should be made to the administrator,
who will in turn report to the first available fire department officer.
Employees should stay together in a group so that periodic updates on the situation can
be issued.
The order to re-occupy an area or building will be issued by the administrator (please
reference the emergency preparedness plan for you building for specifics).
In the event of inclement weather, the administrator will make arrangements for all
personnel to move to shelter.

FIRE HAZARD
All staff members must avoid fire hazards in areas for which they are responsible. Prohibitions
include:
●
●

Open flames: Candles are not permitted, and devices with open flames are permitted only
with proper supervision and equipment, including emergency equipment.
Candle warmers are not permitted.
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●
●

Space heaters are not permitted.
Flammable materials (cloth, fabric, boxes, paper, cardboard sculptures) are not
permitted within two feet of dropped ceilings. This includes any items stored on the tops
of cabinets.

FIRE SAFETY
Upon becoming aware of a fire, employees should:
●
●
●

Alert other persons in the immediate hazard area.
Activate a fire alarm.
If you have been trained, you can decide to use a fire extinguisher following these
instructions:
○ P=Pull the safety pin.
○ A=Aim the nozzle at the base of the fire.
○ S=Squeeze the operating lever.
○ S=Sweep side to side covering the base of the fire.
○ When using a fire extinguisher always stay between the fire and an exit; stay low
and back away when the fire is extinguished.
○ Never feel that using a fire extinguisher is required. If the fire is too hot, too
smoky or you are frightened, evacuate.
○

Have someone notify the administrator of where the emergency is located.
He/she will relay this information to the fire department.

GENERAL EMERGENCY GUIDELINES
●
●
●
●

Know the emergency numbers: Fire/Police/Ambulance 911
Know where the exits are located.
In the event of any emergency, do not take elevators; use the stairs.
First aid supplies and emergency equipment are located for use by those who are
authorized and properly trained.

INJURY/INCIDENT REPORTING
See Greenfield-Central School Board of Trustees Policy 8442
●
●

●
●

Any work-related injury or suspected injury must be reported to your supervisor and to
Human Resources as soon as practicable.
Building Health Assistant or Nurse will create a First Report of Employee Injury form.
Building Health Assistant or Nurse will call or create an authorization form to notify or
authorize treatment for the injured employee to take to the treating medical practitioner.
Failure to promptly report an injury or complete the First Report of Injury promptly may
result in the loss of workers’ compensation benefits or disciplinary action.
After each practitioner appointment, the employee must report to his/her supervisor and
Human Resources to review his/her progress.
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●

●

●

●

●

●

●

●

Greenfield-Central Community School Corporation wants to provide meaningful work
activity for all employees who become unable to perform all, or portions of their regular
work assignment. Thus, we have implemented a Return to Work program which includes
transitional or light duty work. The Return to Work program is temporary, usually not to
exceed six months.
An accident investigation may be conducted by the administration to determine the root
cause of the accident. The injured employee will be asked to participate in the
investigation.
If there seems to be a reasonable connection between the incident and the use of drugs
or alcohol, the employee may be asked to provide a urine and breath sample as soon as
possible following the accident. If possible, urine and breath tests will be performed in
conjunction with the necessary medical treatment.
If you are unable to return to your regular job, but are capable of performing transitional
duties, you must return to transitional duty. Failure to do so may result in your not being
eligible for full disability benefits under the workers’ compensation program and may
result in disqualification for certain employee benefits, and, in some cases, be a basis for
termination.
Employees who are unable to work and whose absences Greenfield-Central Community
School Corporation approves must keep us informed on a weekly basis of their status.
Failure to do so may result in a reduction in benefits available and discipline, up to and
including termination from employment.
If you are unable to return to your regular job or transitional duty, you may qualify for
leave under the Family Medical Leave Act (FMLA) program. For this purpose, you need
to complete a Family Medical Leave Request form and submit it to the Human
Resources Department. You must also have your practitioner complete both the Return
to Work Evaluation form and Return to Work Request / Physician’s Authorization form.
See Greenfield-Central School Board of Trustees Policy 1630.01
Employees who are not eligible for leave under FMLA must return to light duty or regular
work if at all possible. If you are unable to return to any available work, your job position
may be filled after a reasonable time. When able to do so, you will be entitled to return to
a suitable position, if available and consistent with any limitations. However, you must
keep us regularly informed of your status and any changes in your condition.
Greenfield-Central Community School Corporation has a Workers’ Compensation
available for employees who have suffered work-related injuries. The program’s
administrator will determine, based upon their guidelines, whether you are eligible for
wage loss or medical expenses under that program. See Greenfield-Central School
Board of Trustees Form 8442.

LIFTING
●
●
●
●
●
●

Plan the move before lifting; ensure that you have an unobstructed pathway.
Test the weight of the load before lifting by pushing the load along its resting surface.
If the load is too heavy or bulky, use lifting and carrying aids such as hand trucks, dollies,
pallet jacks and carts, or get assistance from a co-worker.
Bend at the knees, not at the back.
Keep your back straight.
Perform lifting movements smoothly and gradually.
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●
●
●
●

If you must change direction while lifting or carrying the load, pivot your feet and turn
your entire body. Do not twist at the waist.
Set down objects in the same manner as you picked them up, except in reverse.
Do not lift an object from the floor to a level above your waist in one motion. Set the load
down on a table or bench and then adjust your grip before lifting it higher.
Wear protective gloves when lifting objects that have sharp corners or jagged edges.

MEDICAL EMERGENCY
Upon discovering a medical emergency, call 911.
● Notify the supervisor and report the nature of the medical emergency and location.
● Stay with the person involved, being careful not to come in contact with any bodily fluids
● Employees in the immediate vicinity of the emergency, but not directly involved, should
leave the area.
● Administration will make any necessary notifications to family members of the person
suffering the medical emergency.
SECURITY
See Greenfield-Central School Board of Trustees Policy 8400
● All staff are expected to assist in maintaining building security. Classroom doors must be
locked at all times, and windows should be closed and latched. Staff located near
restrooms and/or exterior doors should routinely check these areas during supervision
time such as passing periods to insure they are secure.
● If an individual is on the school premises without proper school identification, the front
office should be contacted immediately. The individual will be escorted to the front office.
● Students who are dropped off before school begins are to wait at a designated location
until the start of the school day. Students are not to be in the building before or after
school unless supervised by a staff member or group sponsor.
● The maintenance staff maintains a schedule for unlocking and locking doors at
specifically designated times to maximize building security.
SEVERE WEATHER
●
●

The designated building administrator will monitor a weather alert radio. If a severe
weather report is issued, she/he will immediately make an announcement.
Employees will shut down all equipment and will be instructed where to go for safety.
The designated building administrator will take the weather radio with her/him. When the
severe weather warning is cancelled, she/he will send runners to advise that it is safe to
return to work areas. A general announcement will also be made.
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VISITORS AND VOLUNTEERS
See Greenfield-Central School Board of Trustees Policy 9150 and 8120
All visitors, including parents and community members, must provide a photo ID before entering
the school building. In order to ensure student safety, Greenfield-Central Schools requires
background checks for visitors/volunteers who will be working with students. Background
checks need to be submitted at least two weeks prior to the event. Background checks must be
updated every two years.
ABUSE AND NEGLECT
See Greenfield-Central School Board of Trustees Policy 8462
●

●

●

●

●

Any staff member who has reason to believe that a child has been abused or neglected shall
immediately notify the Department of Child Services (DCS) through the Indiana Child Abuse
and Neglect Hotline (800-800-5556) or Greenfield-Central Police Department (317-776-6340).
A School Resource Officer is a member of GPD. Ideally, this report would be made in the
presence of the child’s building administrator and/or school counselor. However, if a building
administrator or counselor is not immediately available to join in reporting, the employee shall
immediately make the report to DCS or GPD and then immediately after notify a building
administrator or counselor that the report was made. The staff member must confirm with the
building administrator or counselor that a report has been made directly to the DCS or GPD. If
the suspicion arises during a school break or after school hours, the staff member may notify
the administrator or counselor by phone, but the requirement of immediate notification of DCS
or GPD remains unchanged. “Reason to believe” should be interpreted broadly and liberally;
when in doubt whether you should report or not, report.
Staff members are expected to accurately and confidentially document all suspicions of child
abuse or neglect. All confidential records should be kept in either a school administrator or
school counselor’s office. Information concerning alleged child abuse or neglect of a student is
confidential and not to be shared with anyone other than the school administration or
counselor, or the agency to which it is reported.
If the child is injured, a building administrator and/or counselor will contact the school nurse.
The school nurse will assess the severity of the injury, determine whether medical attention is
necessary, and report to a building administrator and/or counselor. A witness must be present
at all times while the nurse is assessing the student’s injuries.
Unless the parent is the subject of the investigation, the building administrator and/or
counselor may, at his/her discretion, inform the parents of the child that the school has filed a
report with DCS and/or GPD.
Building administrators and/or counselors should receive a follow-up report from DCS. If a
report is not received, the building administrator and/or counselor is encouraged to contact
DCS. School personnel are encouraged to collaborate and cooperate with caseworkers
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●

from DCS.
Under the Indiana Code, any person who reports suspected child abuse and/or neglect in
good faith is immune from civil liability or criminal penalty. When certified staff members are
accused of child abuse, administrators’ responses are severely restricted by legal
requirements and investigative protocols. Administrators in Greenfield-Central Schools will
follow these steps:
○ Consult with an SRO.
○ Inform the teacher of that a report has been made, either in person or by phone
during school breaks or after school hours.
○ Keep confidential any information or explanation of the circumstances that
prompted the report to DCS.
○ Administrators may place the teacher on paid administrative leave until the DCS
declines to investigate or completes its report.
○ After the DCS investigation and report are complete, the administration can
discuss the situation with the teacher.
○ Appropriate disciplinary action will be taken by the administration as indicated by
the findings of the DCS report and any related GPD investigation.

BULLYING
See Greenfield-Central School Board of Trustees Policy 5517.01
Greenfield-Central Schools discipline rules prohibit bullying and include provisions for
education, parent involvement, reporting, investigation and intervention. Bullying is defined as
overt, repeated acts or gestures, including verbal or written communications transmitted;
physical act committed; or any other behaviors committed by a student or group of students
against another student with the intent to harass, ridicule, humiliate, intimidate, or harm the
other student (applies on school grounds immediately before, during, or after school hours or at
any time when the school is being used by a school group; off school grounds at a school
activity, function, or event; or using property or equipment provided by the school) (IC
20-33-8-0.2). It is the responsibility of each teacher to address bullying by talking with the
student, calling the parent, and/or notifying an administrator consistent with Board Policy and
discipline rules.
NON-DISCRIMINATION, CONCERN OR COMPLAINT PROCEDURE, ANTI-HARASSMENT
See Greenfield-Central School Board of Trustees Policy 3122 and 3362
●

It is the objective of the Board of School Trustees of Greenfield-Central Schools to
provide members of its school community with an atmosphere conducive to the
achievement of their objectives in work and in learning in the activities within its
jurisdiction. Harassment or discrimination based on race, color, national origin, sex
(including transgender status, sexual orientation and/or gender identity), religion,
disability, military status, ancestry, or genetic information will not be tolerated.
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●

●

All Corporation employees shall report any incident of alleged discrimination or
harassment to their supervisor or to the Assistant Superintendent who serves as the
Corporation’s Compliance Officer.
Any report or alleged harassment or discrimination will be investigated. Complaints and
actions taken to resolve complaints will be handled as confidentially as possible, given
Greenfield-Central Community School Corporation’s obligation to investigate and act
upon the reports of such harassment. Retaliation of any kind against an employee who
reports a suspected incident of sexual harassment is prohibited. An employee who
violates this policy or retaliates against an employee in any way will be subject to
disciplinary action up to and including termination.

WEAPONS OR CONTROLLED SUBSTANCES
See Greenfield-Central School Board of Trustees Policy 5772 and 3122.01
●
●

●

Employees who have reason to suspect possession of firearms and/or other weapons should
report their suspicions to either an administrator or school resource officer.
Non-administrators who personally observe a controlled substance offense in, on, or within
one thousand (1,000) feet of school property are required to immediately report the violation
verbally and in writing to an administrator.
The administrator who receives the written report or who personally observes such
violation must immediately provide the building principal and school resource officer the
following information:
○ A general description of the violation
○ The name or a general description of each known violator
○ The date, time, and location of the violation
○ The name or a general description of each person who is known to have
witnessed any part of the violation
○ A general description and the location of any property that was involved in the
violation

WORKPLACE VIOLENCE
●

●

Greenfield-Central Community School Corporation is committed to preventing workplace
violence and maintaining a safe work environment. Firearms, weapons, and other
hazardous devices or substances are prohibited from the premises without proper
authorization.
Conduct that threatens, intimidates, or coerces another employee, a student, or a
member of the school community at any time, including off-duty periods, will not be
tolerated. All threats of (or actual) violence, both direct and indirect, should be reported
as soon as possible to a supervisor or administrator.
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●

●

Anyone determined to be responsible for threats of (or actual) violence or other conduct
that is in violation of these guidelines will be subject to prompt disciplinary action, up to
and including termination of employment.
If you have reason to believe that events in your personal life could result in acts of
violence occurring at work, you are urged to confidentially discuss the issue with Human
Resources so that a prevention plan can be developed.

ADVERTISEMENT AND SOLICITATION
See Greenfield-Central School Board of Trustees Policy 9700
Staff members who operate or participate in the operation of any enterprise for private gain may
not discuss or solicit business while acting within the scope of their school position. Staff may
not promote their business through corporation email or in any other way that could be
construed as a conflict of interest with school responsibilities.
DRIVING
The following policy has been established to encourage safe operation of vehicles, and to clarify
insurance issues relating to drivers and Greenfield-Central Community School
Corporation:
● All drivers must have a valid driver’s license.
● Motor Vehicle Records will be checked periodically. Driving privileges may be
suspended or terminated if your record indicates an unacceptable number of accidents
or violations. Should your record fall into our insurance carrier’s guidelines of an
‘unacceptable driver,’ your employment may be terminated.
● Your supervisor must be notified of any change in your license status or driving record.
When operating your own vehicle for Greenfield-Central Community School Corporation
business:
● Your Personal Auto Liability insurance is the primary payer. Greenfield-Central
Community School Corporation’s insurance is in excess of your coverage.
● You should carry at least $100,000 per person; $300,000 per accident; $50,000 property
damage liability coverage. Evidence of insurance coverage is to be provided to
Greenfield-Central Community School Corporation each year, by a copy of your policy’s
Declaration page or a Certificate of Insurance.
● Greenfield-Central Community School Corporation is not responsible for any physical
damage to your vehicle. You must carry your own collision and comprehensive
coverage.
● Report your mileage for expense reimbursement.
In the event of an accident:
● Take necessary steps to protect the lives of yourself and others.
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●
●
●

Comply with police instructions.
Do not assume or admit fault. Others will determine liability and negligence after
thorough investigation.
Report the accident to Greenfield-Central Community School Corporation as soon as
possible

KEYS
See Greenfield-Central School Board of Trustees Policy 7440
All staff are responsible for issued key(s)/fob and should never allow them to be used by anyone
other than employees of Greenfield-Central Schools. Teachers are not permitted to allow students
to use school key(s)/fobs, except in normal procedures for students in activities such as wellness
classes and practices of extracurricular groups.
LETTERHEAD
Teachers may use school letterhead with permission from the building principal. Such use is limited to
official school business.
MONEY DEPOSIT
See Greenfield-Central School Board of Trustees Policy 6111
Any money that staff collect (e.g. for fundraisers, field trips, or special events) must be deposited
each day with the building treasurer. No funds may remain in the staff member’s possession or in
classrooms or offices overnight. Before any money is collected, staff should consult with the building
treasurer to plan for the deposit of money in the office. A deposit slip should accompany the money
when it is deposited in the safe, and the money should be clearly marked with the staff member's
name and the event for which the money was collected. No money should be collected without prior
approval of the principal.

PURCHASE REQUEST
See Greenfield-Central School Board of Trustees Policy 6320
All purchase requests must be approved by the principal and submitted through the school treasurer.
Please see building-level guidance for further details about procedures.
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COMMUNICATION CHAIN
The official channel of responsibility and communication regarding matters at Greenfield-Central
Schools is from teacher to principal to the superintendent to the school board.
FERPA
See Greenfield-Central School Board of Trustees Policy 8330
In the course of employment, employees often have access to, and process, confidential information
relative to students and employees. The inappropriate sharing of this information is considered a
violation of applicable confidentiality laws, a serious breach of professional responsibility, and is
grounds for disciplinary action up to and including termination.
ID EXPECTATIONS
See Greenfield-Central School Board of Trustees Policy 7430A
Faculty and staff, including substitute teachers, are required to wear ID badges during school hours.
Faculty and staff are expected to offer help to any adult in the building without school-issued ID and
escort the individual to the main office.
LICENSE
All certified personnel are expected to maintain a current professional license. Any staff member who
has renewed an expired license must present a current professional license to the Human Resources
Department or proof that s/he has completed the requirements and has applied for the license before
the first teacher work day. Professional staff who cannot provide a license or proof of application for
the license on the first work day will receive substitute teacher pay until the new license is provided.
MEDICATIONS
See Greenfield-Central School Board of Trustees Policy 5330
No employee, volunteer, or any member of the school faculty and staff, while acting in the scope of
his/her duties, is permitted to prescribe, dispense, administer or recommend any type of medication,
drugs or any substance of a medicinal nature for internal consumption by any individual. Only the
school nurse or designee is allowed to administer medication.
Staff cannot administer medication to a student unless the staff person has been trained by the
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school nurse specific to the medication and when to administer. This volunteer staff person is
identified as the UAP (unlicensed assistive personnel) or designee. Documentation of training is
required by IC 20-34-5-14.
DRUG-FREE WORKPLACE
See Greenfield-Central School Board of Trustees Policy 3122.01
Employees are prohibited from manufacturing, possessing, using, distributing, or dispensing any
controlled substance or alcohol, or any drug paraphernalia at any time while on Corporation property
or while involved in any Corporation-related activity or events.
An employee’s prescription medication, legally administered will not constitute a basis for discipline.
However, the legally administered drug must not exceed the prescribed amount. When a prescribed
medication may affect the safety of the employee, the employee’s job performance, or the safe or
efficient operation of the Corporation, the employee may be required to present a doctor’s statement
that the medication can be used safely in the performance of the employee’s job.
Violation of this provision may result in discipline up to and including termination.
PHONES FOR PERSONAL BUSINESS
Personal business should not be conducted during the school day. Classroom telephones are for
school-related business. Personal communication (cell phone calls, texting, social media, shopping)
during instructional time should not occur.
PROFESSIONAL GROWTH POINTS
The corporation provides professional development opportunities to assist teachers in appropriately
educating students. Teachers are expected to participate in professional development opportunities
during the school year that are related to their job responsibilities. PGP credits will be issued
according to IDOE guidelines (Office of Educator Licensing - https://www.doe.in.gov/licensing)
(RIF) REDUCTION IN FORCE
See Greenfield-Central School Board of Trustees Policy 3131
SECLUSION AND RESTRAINT
See Greenfield-Central School Board of Trustees Policy 5630.01
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BACKGROUND CHECKS
See Greenfield-Central School Board of Trustees Policy 3121
SICK BANK
See the links below for information regarding the Sick Bank:
MOU
Application
TEACHER ABSENCE
Personal leave (except emergencies), court leave, field trips, and some medical appointments are
generally known well in advance of the days missed. Teachers should fill out the appropriate leave
request for a substitute teacher as soon as they are aware of an upcoming absence.
Additional expectations for absent teachers:
● Daily lesson plans, accurate seating charts, attendance information, and other pertinent
information is necessary. Substitute teachers should be directed to record tardies for the
teacher.
● Substitute teachers should receive special instructions regarding items such as placing
chairs on desks, picking up trash, turning off lights, straightening work areas, turning off
computers, allowing sufficient cleanup time required for specific areas, restricting the use
of teacher’s computer, responding to problems (preferred consequences such as
sending to a nearby classroom or the office).
● All materials to be utilized by a substitute teacher such as hall, restroom, and office
passes must be accessible.
TEACHER EXPECTATIONS
Expectations for planning, instruction, leadership, and core professionalism have been established in
the Greenfield-Central Schools Professional Evaluation Program or Teacher Appraisal Framework
(TAF). These rubrics include indicators for competencies in each of these domains at the highly
effective, effective, improvement necessary, and ineffective levels. All Greenfield-Central teachers will
receive one short and one long observation as required by IC 20-28.11.5. Each teacher is responsible
for knowing the Greenfield-Central Schools Professional Evaluation Program and adhere to its
requirements.
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VACANCY AND TRANSFER
See Greenfield-Central School Board of Trustees Policy 3130
WELLNESS
See Greenfield-Central School Board of Trustees Policy 8510
PERSONAL USE OF CORPORATION TECHNOLOGY
See Greenfield-Central School Board of Trustees Policy 7540.01
TECHNOLOGY PROCEDURES
For equipment and technical issues, teachers should create and submit a ticket through the GC
HelpDesk.
Staff should schedule any needed equipment requests through the media center or according to other
building procedures.
MULTI-TIERED SYSTEM OF SUPPORT
Greenfield-Central Schools uses a tiered approach to academics and behavior called Multi-Tiered
System of Supports, to ensure all students achieve their highest potential. This structure provides the
necessary instruction and support for all students to achieve their academic, social, emotional, and
behavior goals. Greenfield-Central Schools staff utilizes a variety of data in order to identify and assist
students needing additional instruction and/or supports. These data include, but are not limited to,
grades, NWEA assessments, attendance, standardized scores and discipline reports.
Greenfield-Central Schools believes that children do well when they can. If a student is having
difficulty academically, socially, or behaviorally, school personnel work to assist the student with skills
that will help him/her improve the skills not yet mastered.
SPECIAL EDUCATION
See Greenfield-Central School Board of Trustees Policy 2460
As supplemental supports become more intense, results are used to make decisions about the need
for further research-based instruction and possible educational evaluation for special education
services. Greenfield-Central Schools places an emphasis on early identification through universal
screenings, supplemental supports and self-advocacy supports for student learning.
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Parents who believe their child may have a disability and may be in need of special education
services should contact the school and request more information on special education.
ARRIVAL AND DEPARTURE
Teacher work day
Teachers may leave the building without administrative permission during their designated lunch
period. However, teachers must check out in case an emergency arises. Teachers may leave the
building during their preparation period with administrative permission. Teachers must follow
procedures to check out before leaving the building and must check in upon their return.
ATTENDANCE PROCEDURE
All teachers are required to submit student attendance electronically through PowerSchool
according to building instructions.
CANCELLATION OF ACTIVITIES
In the event that after the school day has begun a decision is made to close school early, the principal
will determine after conferring with the affected director and/or sponsor whether after-school activities
will be held. Every effort will be made to determine and announce cancellation of activities prior to the
end of the school day.
CERTIFIED STAFF MEETINGS
Staff meetings may be held before or after school. Appropriate notice of these meetings will be
provided, especially if they fall outside of the teacher work day. Staff meetings may be established for
all certified staff, departments, and/or other groups within the school. Attendance at scheduled
meetings is expected of all certified staff members. Coaches and sponsors should make every effort
to schedule activities, practices, and/or game preparations so they can attend every scheduled staff
meeting. Staff should report emergency situations to the building administrator prior to missing a
scheduled meeting.

DAYS AND HOURS
The school year consists of one hundred eighty (180) student days, and one hundred
eighty-three (183) teacher days. The teachers’ day consists of eight hours
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The corporation provides professional development opportunities to assist teachers in
appropriately educating students. Teachers are expected to participate in professional
development opportunities during the school year that are related to their job responsibilities.
PGP credits will be issued according to the guidelines under Professional Growth Points.
Assigned planning periods shall be devoted primarily to instructional duties, such as but not
limited to working on instructional programs; conferring with parents, students, administrators, or
supervisors; study; maintaining records; and any other duties related to sound educational
practices. Teachers with outside business interests shall not conduct such business during
school hours except during their lunch. All teachers shall have thirty (30) consecutive minutes of
duty-free lunchtime between the hours of 10:00 a.m. and 2:00 p.m. In the case of an
emergency, a teacher may be expected to assist with a situation even if it continues through a
planning period.
Teachers may be required to participate in case conferences when Individual Educational
Programs (IEPs) are being developed for special needs students who are in their classrooms.
DISCIPLINE REFERRALS
See Greenfield-Central School Board of Trustees Policy 5600
The disciplinary referral process aligns with the responsive practices embedded in MTSS.
PowerSchool is used to track behavior data. It is important for staff to understand the difference
between a log entry and a discipline referral. A log entry is made to document an incident that was
dealt with entirely by the staff member. A referral is made when an administrator is needed to
review the situation and determine an appropriate course of action. When the behavior is so
severe that a student needs to be removed from the educational environment, the student should
be sent or escorted to the office. When this is not possible, the teacher may call the office to
request an administrator.
All searches must be conducted by an administrator and/or law enforcement, including accessing
information from electronic devices. Teachers are never permitted to search student possessions,
lockers, or personal electronic devices without prior approval of the administration.
Teachers should follow building procedures for making discipline referrals. When
students are referred to the office, an administrator will meet with the student, and
consequences will be assigned as deemed appropriate by the administrator.
EARLY RELEASE AND eLEARNING DAYS
A schedule of Early Release and eLearning Days will be published at the start of each school year.
Student dismissal will occur at the designated time, with scheduled staff activities to begin shortly
after dismissal unless otherwise stated by the principal.
15

Early Release and eLearning Days have been established to provide additional time for professional
development activities. These activities will be communicated to staff prior to each Early Release and
eLearning Day.
EXPECTATIONS FOR COMMUNICATING WITH STUDENTS
See Greenfield-Central School Board of Trustees Policy 3210 and 3213
Greenfield-Central Schools recognizes that communications between school personnel and students
have been affected by the prevalence of digital tools. However, expectations for appropriate content,
tone, and conventions remain unchanged.
FIELD TRIPS
See Greenfield-Central School Board of Trustees Policy 2340
A great deal of educational value may be derived from visiting resources in the area and performing
for community groups. Teachers and sponsors of organizations are allowed to take well-planned field
trips which are an extension of classroom activities.
● The teacher sponsoring a field trip must submit the digital Field Trip Request form.
● The list of students going on a field trip must be submitted as required by the building
administration.
● Parent permission forms must be on file with the sponsor.
● Overnight trips and those involving out-of-state travel require the approval of the Board
of School Trustees.
● Expenses for field trips may be paid by the school district, students, PTO, or other group.
The district pays only for trips that are integrally related to course standards (e.g.
community-based instruction for Life Skills students) or required by the nature of the
group (e.g. speech competitions). Trips for enrichment are paid through other sources.
● Teachers must follow procedures to ensure that all volunteers have volunteer clearance.
FUNDRAISING
See Greenfield-Central School Board of Trustees Policy 9700
GRADING
See Greenfield-Central School Board of Trustees Policy 5420 and 5421
Teachers will be notified at the beginning of the school year of the dates by which all grades must be
entered so that report cards can be processed and distributed efficiently.
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Grades should be posted in PowerSchool in a timely manner relative to the nature of the assignment.
Missing or to-be-graded assignments in PowerSchool must also be regularly updated to avoid
misrepresenting or miscommunicating grades to parents.
The privacy of student educational records must be maintained. Posted grades must not reveal
individual student identities.
INSTRUCTIONAL TIME
Teachers are to plan and execute valuable educational activities aligned with locally developed
curriculum maps and pertinent to the subject assigned for each block of instruction. Effective use of
all available instructional time is an expectation of all teachers at all times, including days prior to
vacations and exams.
LESSON PLANS
Lesson plans and classroom management plans must be available in electronic or paper form as
directed by an administrator. Lesson plans must be produced by all teachers upon request by an
administrator.
MAKE-UP WORK
The general rule is that a student has one day for each day's absence to complete makeup work.
When students obtain makeup work, teachers should communicate due dates for that work. To insure
fairness to all students, however, teachers may require the submission of major assignments on the
published due date. Students absent on the due date may be instructed to make arrangements to
have the assigned work delivered to the teacher. However, continuing absenteeism will be reviewed
and definite dates established for work to be completed.
All work missed for any reason is expected to be completed, and students will receive full credit for
completing the work. Assignments missed because of unexcused absences or truancies are to be
completed for full credit.
PARENT COMMUNICATION
Active communication with parents is vital to the success of students and promotes positive
relationships with school stakeholders. Teachers are encouraged to proactively contact parents to
share positive news and information regarding their child’s performance in school. Teachers are
expected to contact parents when academic and/or behavior concerns such as missing or late work,
absenteeism, poor grades, and/or sudden changes in behavior arise. Teachers are also expected to
respond to parent communication in a timely manner relative to the nature and method of contact
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(email or voicemail), and no later than 48 hours after receiving the contact. Teachers are
encouraged to discuss possible parent communication needs with counselors and/or administrators
to implement a parent communication plan that is best suited for each specific situation.
PERSONAL VALUABLES
Personal valuables of school personnel should not be left in the building overnight and are the
responsibility of the employee for safekeeping. Purses and other valuables should be kept in a
locked cabinet or desk. During the day, classroom doors should remain locked at all times for
security purposes.
(PLC) PROFESSIONAL LEARNING COMMUNITIES
The purpose of Professional Learning Communities is to continuously improve curriculum and
instruction within each grade level or discipline. PLCs will meet during designated collaboration time
unless otherwise approved by the building principal. Teachers are expected to actively participate in
Professional Learning Community discussions and activities.
SUBSTITUTE TEACHERS
Greenfield-Central Schools uses an automated service for securing substitute teachers.
Notice of an absence must be entered into the system no later than 6:00 am on the day that a
guest teacher is needed.
SUPERVISION OF STUDENTS
Teachers are responsible for the direct supervision of all students in their classes and may not leave
any student(s) unsupervised for any reason at any time.
Teachers are expected to supervise the hallway directly outside their classroom before school and
during secondary passing periods. Elementary teachers are expected to escort students to special
area classes, lunch, and the bus at the end of each school day. Assignments for supervising the
student pick-up and drop-off area, bus zone, restrooms, common areas, etc. will be determined at
the beginning of each year by the administration and assigned to staff.

18

19

