
1 
 

 

 
Ozark School District 
 Substitute Handbook 

 
 

 
 

2021-2022 

 
 

Ozark School District 
1600 West Jackson 
Ozark, MO 65721 

(417) 582-5900 
www.ozarktigers.org 

 
 
 
 



2 
 

 
Table of Contents 
 
Welcome     3  
Introduction     3 
Important Contact Information  4 
Board of Education    5 
Mission, Vision, Beliefs, Goals  5 
Scheduling Subs    6 
Checking In     7 
Lunch      6 
Classroom Duties    6 
Lesson Plans     7 
Student Attendance    7 
Classroom Management   7 
Wellness     7 
Student Discipline    8 
End of the Day    9 
Criminal Background Check   9 
Drug-Free Workplace    10 
Tobacco Use     10 
Pay Checks     10 
Underpayment/Overpayment Status  10 
Direct Deposit     10 

Savings Plans     10 
Change of Personal Information  11 
Workers’ Compensation   12 
Notice of Nondiscrimination   13 
Compliance under the Americans with Disabilities Act        14  
Individuals with Disabilities Education Act   15  
Bullying     15 
Seclusion, Isolation & Restraint                     16 
Reporting Suspected Child Abuse  17 
Student Records    17 
Visitors     18 
Bad Weather Closing    18 
Cash in School Buildings   18 
Use of Communication Devices  18 
Staff Conduct/Ethics    18 
Safety      19 
Emergency Procedures   24 
Computer Use & Data Management  26 
Acceptable Usage Policy   26 
Job Responsibilities    28 
Start & Dismissal Times   29

 
* To search this document, use the CTRL and F function to seek key words and phrases.   
 

 
 
 
 

 
 

 
 

 



3 
 

 
Welcome                                                 
 
Thank you for serving as a substitute teacher with the Ozark School District. This handbook will explain our 
procedures, assist you in becoming a successful substitute, and will answer some of the questions you may have 
about substituting in Ozark. We want your time as a substitute to be beneficial for the students and rewarding for 
you. 
 
As a substitute teacher, you share with all educational professionals the task of strengthening our society by 
preparing children for responsible citizenship. As a substitute, you play a major role in carrying out the activities 
planned by our teachers when they are absent. Principals and teachers value a good substitute teacher and 
recognize that your efforts to provide continuity, in the regular teacher’s absence, are extremely important and 
appreciated. 
 
All substitutes are required to familiarize themselves with this handbook. This handbook is neither a contract nor a 
substitute for official District policy. It is not intended to alter the at-will status of employees in any way. 
References made to District policies in this substitute handbook consist of summaries or partial excerpts from the 
complete policy text. The official policy adopted by the Board remains the authoritative reference. Any policy 
changes adopted during the life of this handbook will take precedence over any conflicting statement in this 
handbook. The Human Resources Department has sole authority to modify the contents of this handbook. 
 
We trust your substituting experiences will be professionally fulfilling to you and educationally profitable to our 
students. We need strong substitutes who will take on the responsibility to ensure that the educational process is 
not interrupted when the regular teacher is absent. 
 
Thank you for your time, creativity, and enthusiasm to work in a stimulating environment where excellence is an 
expectation. 
 
Introduction 

 
The purpose of this handbook is to provide information that will help answer questions and pave the way for a 
successful year.  Not all of the Board policies and procedures are included.   

 
This handbook is neither a contract nor a substitute for the official Board Policy Manual.  It is not intended to alter 
the at-will status of employees in any way. It is simply a guide to help answer any questions you may have.  Ozark 
School District board policies and procedures can change at any time.  Changes in District polices/procedures may 
supersede, modify, or eliminate the information summarized in this booklet.  For more information, employees 
may refer to the District’s Policy Manual that is posted on the Ozark School District website at 
www.ozarktigers.org. 
 
School Board Policies 
 
At the beginning of each school year, the superintendent or designee shall have prepared a list of properly qualified 
persons to serve as temporary substitute teachers.  Substitutes are required to meet background checks and screenings 
required of full-time teachers in the District. Substitute teachers must be certified teachers in the state of Missouri or 
obtain a substitute certificate from the Missouri Department of Secondary and Elementary Education.  
 
A substitute teacher is required to follow the instructions of a teacher but they also need to ensure that the 
established rules and procedures are maintained throughout the classroom in a professional manner. It is important 
to maintain a positive working relationship between the staff and substitute teachers. 
 

http://www.ozarktigers.org/
https://simbli.eboardsolutions.com/SB_ePolicy/SB_PolicyOverview.aspx?S=99&Sch=99
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Substitute assignments may change based on the needs of the individual school. A substitute teacher may be asked 
to accept assignments outside his/her background or educational training. Substitutes may also be asked to cover 
classes during a planning period. When the substitute arrives for an assignment, the school needs may have 
changed (i.e., the substitute accepted a math job, but the school needs them in an English class). Being flexible 
with assignments is greatly appreciated by the campus. The staff will assist you with any questions and provide 
you with additional information needed for the assignment. 
 
Please note that substituting is an on-call employment relationship. Ozark School District is under no obligation to 
provide employment nor is it obligated to provide continued employment. The Human Resources Department and 
campus principals have the right to exclude substitutes from future jobs or remove substitutes from long-term 
assignments if it is in the best interest of the staff and students 
 
 
 
 
 
Important Contact Information for Substitutes 

 
Kim Cully 
Human Resources Specialist  
(417) 582-5968 
kimcully@ozarktigers.org 

 Contact if you: 
• have general substitute questions 
• need assistance with Frontline Absence Management (AESOP) or HR PORTAL 
• wish to be removed from the sub list 
 

Stephanie Mayes 
Payroll Specialist  
(417) 582-5954 
stephaniemayes@ozarktigers.org 

Contact if you: 
• have a question regarding your pay 
• need to change your W4 
• need a copy of your W2 

 
Caitlin Cope 
Benefits Specialist  
(417) 582-5971 
caitlincope@ozarktigers.org  

Contact if you: 
• are a retiree tracking hours for PSRS or PEERS 

 
Ashli Price 
Administrative Assistant 
417-582-5982 
 
 
Ozark District Office ~ 1600 West Jackson, Ozark, MO 65721 ~ (417) 582-5900 

 

mailto:sherrygreen@mail.ozark.k12.mo.us
mailto:stephaniemayes@ozarktigers.org
mailto:donnaprince@ozarktigers.org


5 
 

 
 

Board of Education 
2020-2021 

 
 
 President       Mr. Tom Bass Aaron Johns  
 Vice President      Mr. Andrew Hedgpeth 
 Secretary       Ms. Lisa Neiman 
 Treasurer       Ms. Tammy Short 

Member       Ms. Sarah Adams-Orr   
 Member       Mr. Aaron Johns 

Member       Mr. Jeff Laney  
Member       Mr. Shane Nelson 
Member       Ms. Patty Quessenberry 
        

 
District Office Administration  

 
Superintendent of Schools       Dr. Chris Bauman 
Assistant Superintendent of Learning     Dr. Craig Carson 
Assistant Superintendent of Operations     Dr. Curtis Chesick 
Chief Financial Officer       Mrs. Tammy Short 
Executive Director of Special Services     Mr. Jeff Simpson 
Executive Director of Elementary Learning    Dr. Kent Sappington 
Executive Director of Secondary Learning    Mr. Gerald Chambers 
Executive Director of Student Services     Dr. Kim Fitzpatrick 

 
For Building Information visit the Ozark School District website.  
 
Mission Statement 
 
To provide high-quality education for each student’s future-readiness 
 
Vision 
 
An innovative school district preparing students to use their talents for success 
 
Beliefs 
 

We believe every student should be prepared for success in the path they choose to pursue. 
We believe student achievement comes through both independence and collaboration. 
We believe in different methods of instruction because students learn in different ways. 
We believe every student regardless of individual challenges, is able to learn in a safe and equitable 
learning environment. 
We believe all students serve a vital role in the growth and sustainability of our Ozark community. 
 

Strategic Goals 
 

Goal 1: Provide an environment of high-quality instruction to produce applied learning. 

http://www.ozark.k12.mo.us/Domain/4
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Goal 2: Provide appropriate tiered supports that promote positive development for all students. 
Goal 3: Foster a culture of respect with shared leadership for all employees through recruitment, retention 
and professional development. 
Goal 4: Partner with stakeholders to continue our development of a strong, innovative, and progressive 
school district. 

 
The People & Their School District 
 
Public education is a function of the State of Missouri as expressed in the Missouri Constitution, in the state statutes, 
and in federal and state court decisions.  The Constitution provides for the establishment of a State Board of 
Education, which has general supervision of the public schools in the state.  In providing for a system of free public 
education in the State of Missouri, the state also delegates certain responsibilities to local school districts. 
 
Each district is governed by a Board of Education, which is elected locally and derives its power and authority from 
the state statutes.  The Board is mindful, however, that the people of the Ozark School District are the ultimate 
governors of public education in the District, and that the Board is directly accountable to the people through the 
elective process.  The Board also believes that this accountability is a shared responsibility involving District 
students, professional and support staff employees, the superintendent of schools, and the people themselves. 

 
Scheduling Subs 
 
Ozark School District uses an automated service, Frontline Absence Management (Aesop), which utilizes both the 
telephone and the internet to assist you in locating jobs in this school district. The Aesop system is available 24 
hours a day, 7 days a week.  Aesop uses four methods to make jobs available to substitutes:  

1. You can search for and accept available jobs, change personal settings, update your calendar, and personalize 
your available call times by visiting Aesop on the internet at http://www.frontlinek12.com/aesop. If the employee 
has uploaded lesson plans, you will be able to view them online once you accept the job. Substitutes are expected 
to accept sub jobs and are required to work at least 5 days per year.  Anyone working less than that number may 
need to re-apply to remain on the substitute call list.  

2. You may interact with the Aesop system by way of a toll-free, automated voice instruction menu at 
(800) 942-3767. Here, you can proactively search for jobs and manage existing jobs.   

3. Aesop will also make phone calls to substitutes to offer jobs. The administrative office has selected the 
following hours as standard call times when the Aesop service may call for substitutes: 5:30 - 11:59 a.m. in the 
morning and 4 - 9:30 p.m. in the evening. 

4. Frontline Mobile App  

http://www.frontlinek12.com/aesop
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Checking In 
 
When arriving at a school for your sub assignment, always report to the office.  They will give you any special 
instructions for the day.  This will also guarantee you are paid for that day. Ozark school campuses are closed 
campuses and you should remain at the school until your sub assignment is finished for the day.  

 
Lunch  
 
Ozark Schools are closed campus during lunch.  Each building, with the exception of Tiger Paw Preschool, has a 
cafeteria serving hot meals at the elementary buildings and hot meals along with a la carte items at the secondary 
buildings.  Adult meals and a la carte items are offered at various prices.  Please be prepared to pay for your lunch 
at the time of purchase as charges will not be allowed.  
 
Classroom Duties & Instructional Responsibilities 
 
Substitute teachers are expected to perform all the duties of the regular teacher unless the administrator releases the 
substitute from a particular responsibility. Check the teacher's master planning book to see if there are any students 
with special needs or medical conditions. If the planning book is unavailable, please check with the office. 
Substitute teachers should maintain the regular routine of the class. They should follow the daily class schedule 
and lesson plans provided by the regular teacher. 
 
Lesson Plans  
 
When teachers are absent from school, they will leave lesson plans for the substitute teacher to follow in order to 
maintain a continuity of instruction in the classroom. Some teachers may leave the lesson plans on the AESOP 
system for the substitute rather than on paper. The lesson plans are the blueprint, the roadmap, and the survival 
guide for the substitute teacher. Substitutes are to implement the lesson plans exactly as the teacher wrote them. 
The substitute is expected to adhere to the scope and sequence of instruction documented in the teacher's lesson 
plans. Any deviation from the lesson plans must be substantiated with sound reasoning and be based on established 
curriculum and instruction theory and practice.  
Most of the time, teachers anticipate their absences when due to scheduled appointments or staff development 
requirements. However, if a teacher is absent due to an emergency, the substitute may not have lesson plans 
provided by the teacher. When this occurs, help is available from other teachers and support staff in the school. 
Teachers from the same grade level or field of study should be able to help with missing lesson plans.  
 
Student Attendance  
 



8 
 

One of the many regular duties of the full-time teacher is taking student attendance. Substitutes are expected to 
assist in compliance with this requirement. Attendance must be taken in every class and provided to the school 
office following the procedures established at the school.  
  
Classroom Management  
 
Substitute teachers are expected to model and reinforce the expectations of the permanent teacher. Classroom rules 
are posted in most classrooms and, except for the first few days of class, all students know what the rules of 
behavior are and what the consequences are for not following them. Effective classroom management will lead to 
effective teaching.  
 
 Wellness 
 
The Board recognizes the relationship between student well-being and student achievement, as well as the 
importance of a comprehensive district wellness program. Therefore, the District will provide developmentally-
appropriate and sequential nutrition and physical education as well as opportunities for physical activity. The 
wellness program will be implemented in a multidisciplinary fashion and will be evidence based. 
 
Nutrition Guidelines: The nutrition guidelines outlined in this section do not apply to food or beverages brought from 
home by students for consumption solely by the student, or food or beverages created or used by students as part of 
the District's instructional program. 
It is the policy of the Ozark School District that all foods and beverages sold to students during the school day on 
any property under the jurisdiction of the District will meet the U.S. Department of Agriculture (USDA) school meal 
and Smart Snacks in School (Smart Snacks) nutrition standards. These nutrition standards apply to all food and 
beverages sold to students, including those sold in vending machines, school stores and through District-sponsored 
fundraisers, unless an exemption applies. In addition, established District standards apply to all food and beverages 
provided, but not sold, to students outside the reimbursable school meals program during the school day. For the 
purposes of this policy, the school day is the time period from the midnight before to 30 minutes after the official 
school day.  Wellness Guidelines   
 
 
 
Student Discipline 
 
The Student Code of Conduct is designed to foster student responsibility, respect for others, and to provide for the 
orderly operation of District schools. No code can be expected to list each and every offense that may result in 
disciplinary action; however, it is the purpose of this code to list certain offenses which, if committed by a student, 
will result in the imposition of a certain disciplinary action. Any conduct not included herein, any aggravated 
circumstance of any offense, or any action involving a combination of offenses may result in disciplinary 
consequences that extend beyond this code of conduct as determined by the principal, superintendent and/or Board 
of Education. In extraordinary circumstances where the minimum consequence is judged by the superintendent or 
designee to be manifestly unfair or not in the interest of the District, the superintendent or designee may reduce the 
consequences listed in this policy, as allowed by law. This code includes, but is not necessarily limited to, acts of 
students on District property, including playgrounds, parking lots and District transportation, or at a District 
activity, whether on or off District property. The District may also discipline students for off-campus conduct that 
negatively impacts the educational environment, to the extent allowed by law.  See Policy JG-R1 for list of codes. 
 
It is the goal of the Ozark School District to provide a safe and productive learning environment for all students. 
The District does not believe in a double standard for misbehavior and holds the welfare and safety of all persons 
in the District in highest regard. Students with disabilities will be disciplined in accordance with the District's 
discipline code applicable to all students, subject to the modifications mandated by law. All students, including 

https://www.ozarktigers.org/domain/1591
https://simbli.eboardsolutions.com/ePolicy/policy.aspx?PC=JG-R1&Sch=99&S=99&C=J&RevNo=1.01&T=A&Z=A&St=ADOPTED&PG=6&SN=true
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those with disabilities, will be referred for law enforcement action when required by law and when their conduct 
constitutes a crime.  Policy JGE 
 
When students cause behavior problems that are disruptive to the learning environment, the substitute teacher 
should attempt to maintain discipline in the classroom using acceptable behavior management strategies. However, 
sometimes even the most effective classroom management strategies will fail and individuals or groups of students 
may need to modify their behavior in order to resume effective teaching. Substitutes must never administer 
corporal punishment, physically discipline a student in any way, or verbally abuse the students. Shouting at 
students or calling them derogatory names may constitute verbal abuse and is forbidden. Sarcasm is ineffective in 
the classroom and should not be used with students. Only when all reasonable efforts to maintain order have failed 
should the substitute refer students to school administrators with a discipline slip or note explaining the 
circumstances.  
 
a) Referral Process  
Each school in the Ozark School District uses its own referral form when sending a student to the office. A supply 
of these forms should be available in the office or from any teacher. When completing the form, indicate your 
name on the line for the teacher AND the teacher's name for whom you are substituting. Send the student with the 
completed form to the office or send the completed form to the office with another student if the situation warrants.  
 
b) Office Communications  
There is a communication device in every classroom that can be used if you need to contact the office for 
immediate assistance. In older schools, there is a "Call Button" that is located on the wall near the door. In newer 
buildings, there is a telephone. If either is inoperative, you can send a student to the office with a message.  
 
c) Unattended Classroom  
The substitute should never leave the classroom unattended. Even if a student runs out of the room, the teacher 
should not chase the student. Contact the office immediately for assistance and administrators will handle the 
situation. If the substitute needs to leave the classroom for personal reasons, a nearby teacher should be notified so 
that the classroom will be supervised.  
 
d) Firm, Fair, and Consistent  
Most literature on substitute teaching indicates that in order to be successful in the treatment of students, the 
substitute needs to treat them in a firm, fair, and consistent manner. Fairness and consistency are key issues with 
students. The substitute must not "play favorites" when dealing with student behavior or performance.  
 
6. Active Involvement  
The successful substitute teacher is actively involved with instruction. This includes moving around the classroom 
often, checking student work and assisting with assignments. The expression, "Be on your feet, not at your seat," is 
good advice to the substitute. Many discipline problems can be avoided by the substitute's use of proximity to the 
students.  
 
7. Seek Help!  
At all times, and in all matters related to substitute teaching, substitutes should never hesitate to SEEK HELP when 
needed. Everyone in the school system wants the substitute teacher to be successful. Help is only a few steps or a 
call to the office away at any time. In addition to the teacher next door or across the hallway, key personnel are 
always available to assist the substitute with either instructional questions or classroom management concerns.  

 
At the End of the Day 
 
When students have been dismissed for the day or placed safely on the correct school bus, the substitute will still 
have several more duties to perform. The room should be checked to ensure that it is restored to the way the 
substitute found it. Books, supplies, and instructional materials should be returned, desks placed in their original 

https://simbli.eboardsolutions.com/ePolicy/policy.aspx?PC=JGE&Sch=99&S=99&C=J&RevNo=1.01&T=A&Z=P&St=ADOPTED&PG=6&SN=true
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positions, etc. Successful substitutes will take a few minutes to leave a detailed note for the teacher. The teacher 
appreciates knowing how much of the lesson plans were accomplished and any other important information about 
the substitute's instructional efforts. The teacher would also want to be informed of any behavior problems or 
unusual events that may have occurred during his/her absence. In addition to leaving a note for the teacher, the 
substitute should leave an evaluation to be completed (if required.) Finally, the substitute should always check out 
through the office when leaving for the day. This provides the office staff with an opportunity to deliver any 
messages to the substitute he/she may have received and to note the time of departure.  

 
Fingerprints/Criminal Background Check  
 
The District may obtain the criminal background check for each applicant for employment who, in the opinion of 
the District, is a serious candidate and may be offered a position.  The District will obtain criminal background check 
information that relates to all persons employed by the District and participates in the State and Federal Rap Back 
program.  Fingerprinting is also required by law. 
 
Drug-Free Workplace  
 
Student and employee safety is of paramount concern to the Board of Education. In recognition of the threat to 
safety posed by employee use or possession of drugs or alcohol, the Board of Education commits itself to a 
continuing good-faith effort to maintain a drug-free workplace. Policy GBEBA 

 
Tobacco Use 
 
The Ozark School District is smoke-free in/on all District property.  All persons are expected to refrain from the 
use of tobacco in any form while in and/or on school property. This includes all school and non-school events held 
on school property. Policy AH 
 
 
 
Pay Checks 
 
All employees will be paid on a monthly basis.  Pay day is always on the 20th of each month unless it falls on a 
weekend or holiday.  In the event of payday falling on a holiday or weekend, pay checks will be issued on the last 
working day preceding that event. Substitutes are paid for any work performed in the previous calendar month. Paper 
pay checks and pay stubs will not be issued.  Payroll information may be viewed via the HR Portal. Contact Human 
Resources for HR Portal information.  
 
Underpayment/Overpayment Status 
 
It is the District’s practice that all employees receive just compensation for work performed.  If the District finds 
that an employee has been paid in error, the District will make adjustments to ensure the employee is paid correctly.  
Also, if the District finds that an employee has been overpaid, arrangements with the employee will be made to 
ensure repayment.  It is the responsibility of the employee to look over his/her check and notify the Payroll office as 
soon as an error is located.  
 
Sub Pay Rates may be viewed on the website. 
 
Direct Deposit 
 

https://simbli.eboardsolutions.com/ePolicy/policy.aspx?PC=GBEBA&Sch=99&S=99&C=G&RevNo=1.01&T=A&Z=P&St=ADOPTED&PG=6&SN=true
https://simbli.eboardsolutions.com/ePolicy/policy.aspx?PC=AH&Sch=99&S=99&C=A&RevNo=1.01&T=A&Z=P&St=ADOPTED&PG=6&SN=true
https://sp.ozark.k12.mo.us/hrportal/
https://www.ozarktigers.org/Page/11212
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All employees are required to have direct deposit. You may not elect to discontinue direct deposit.  Forms are 
available in your Frontline Central account.  DO NOT CLOSE ACCOUNTS BEFORE DISCUSSING WITH 
THE PAYROLL DEPARTMENT.  Please make sure the information provided is accurate.  Providing incorrect 
information may delay payment. 

 
 
403b/457b Voluntary Retirement Savings Plans 
 
The District offers the opportunity for employees to defer a portion of their salary pretax into a 403b or 457b 
retirement savings plan of the employee’s choice.  Certain guidelines and restrictions must be met and are covered 
in the respective plan documents. A third party administers the plan and it will provide information to employees.  
Salary reduction agreements may be started, changed, or stopped with any payroll. 
 
Change of Personal Information 
 
It is important that personal information such as address and phone number are kept current.  Please keep that 
information up to date via the HR PORTAL. Name changes must be submitted directly with the Human Resources 
Department.  Information on changing your name is available on the website.  The name on the Social Security 
Card must match the name in the District’s system.  

 
 
 
 
 
 
 
 
 
 
 

Ozark School District 
HR PORTAL (SISFIN WEB PORTAL) 

www.ozarktigers.org (Staff Links>HR Portal) 
 

 
Use your User ID and Password assigned to you by the Human Resources Department.  If you have not received 
that information, email Kim Cully (kimcully@ozarktigers.org) or call (417) 582-5968. 

https://sp.ozark.k12.mo.us/hrportal/
http://www.ozark.k12.mo.us/Page/77
http://www.ozarktigers.org/
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The first time you log on, you will be asked to change your User ID and/or Password.  It is highly recommended 
that you change at least one or both.  

 
 

 
You may View your personal information such as address and phone number and submit changes to that 
information as needed. 
 
In order to view your pay history, choose View Pay History.  You may also print a check stub from this screen. 
When you click Print Stub, it will ask for a password, which is the last 4 digits of your Social Security Number.  
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Workers’ Compensation  
 

The Ozark School District provides Workers’ Compensation statutory coverage for all employees of the District 
for injuries occurring out of and in the course of the employee’s employment with the District. 
 
In order to process a claim, the employee must comply with the following: 
 

1. Any work-related injury must be reported to the supervisor and building nurse within 24 hours or as 
soon as possible thereafter.  If the building nurse and/or supervisor is not available, contact the 
Human Resource Office.   

2. If it is an emergency, report to Cox Urgent care or Emergency Room.  
 
An Employee Accident/Injury Report form must be completed and signed at the time the incident is reported.  Any 
work-related injury must be treated by: Cox Health Systems  Occupational Medicine, Urgent Care or 
Emergency Room 
 
Referrals can be made by any school nurse or Human Resources employee.  In case of a true emergency, the 
referral requirement is waived.  The employee is referred to Cox Health Occupational Medicine doctor via a 
telemedicine conference.  The teleconference will take place on the Ozark School District premises or referred to 
Cox Health Occupational Medicine, 1423 N Jefferson Ave, K500, Springfield, MO.  If an injury occurs after 
hours, and it is a true emergency, the employee can be treated at Cox Urgent Care (1000 E Primrose, Springfield, 
MO) or the Cox Hospital Emergency Room (South: 3801 S National, Springfield, MO or North: 1423 N Jefferson, 
Springfield, MO).  Limit all visits to the Urgent Care and Emergency Room to injuries that cannot possibly wait 
until regular business hours. 
 
Failure to follow these requirements may invalidate any present or future compensation claims that arise as a result 
of an injury.  Eligibility for medical expense and/or disability income reimbursement has relatively strict 
guidelines and it is important not to jeopardize the claim. 
 
Policy coverage provisions include a stipulated death benefit, blanket medical expense coverage, and weekly 
disability income reimbursement should the employee, upon doctor’s orders, be determined unable to work.  There 
are also statutory provisions for lump sum payment for injuries that result in permanent or partial disabilities that 
might occur. 
 
The District will provide Modified Duty when possible if prescribed by the physician.  Modified Duty allows the 
employee to receive full wages while recovering rather than reduced Workers’ Compensation disability 
reimbursements. 
 
Worker’s Compensation forms are located in each building nurse’s office. 
 
Prohibition against Illegal Discrimination & Harassment-Notice of Nondiscrimination 
 
Applicants for admission or employment, students, parents of elementary and secondary school students, 
employees, sources of referral and applicants for employment, and all professional organizations that have entered 
into agreements with the Ozark School District (“District”) are hereby notified that the District does not 
discriminate on the basis of race, color, national origin, sex, age, or disability in admission or access to, or 
treatment or employment in, its programs and activities. In addition, the District provides equal access to the Boy 
Scouts of America and other designated youth groups. 
 
Any person having inquiries concerning the District’s compliance with the laws and regulations implementing 
Title VI of the Civil Rights Act of 1964 (Title VI), Title IX of the Education Amendments of 1972 (Title IX), the 
Age Discrimination Act, Section 504 of the Rehabilitation Act of 1973 (Section 504), Title II of the Americans 
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with Disabilities Act of 1990 (ADA) or the Boy Scouts of America Equal Access Act, is directed to the respective 
Compliance Coordinator listed below, who oversees the District’s efforts to comply with the laws and regulations 
implementing the laws and regulations cited above.     
 
The District has established grievance procedures for persons unable to resolve problems arising under the statutes 
above.  The District’s Compliance Coordinator will provide information regarding those procedures upon request. 
 
Any person who is unable to resolve a problem or grievance arising under any of the laws and regulations cited 
above may contact the Office for Civil Rights, Region VII, 8930 Ward Parkway, Suite 2037, Kansas City, 
Missouri 64114; telephone (816) 268-0550.    See Complete Policy AC  

Compliance Coordinator:  Jeff Simpson, Executive Director of Special Services    
1600 W Jackson, Ozark, MO 65721 Phone: 417-582-5900; Fax: 417-582-5960 

 
Commitment to Compliance under The Americans with Disabilities Act 
 
In accordance with the requirements of Title II of the Americans with Disabilities Act of 1990 (“ADA”), the Ozark 
School District (“District”) does not discriminate on the basis of disability against qualified individuals with a 
disability with respect to the District’s services, programs, or activities.  
 
Employment:  The District does not discriminate on the basis of disability in its hiring or employment practices.  
The District complies with the federal regulations under Title I of the ADA (which governs the application of the 
ADA in the hiring and employment setting).   
 
Effective Communication:  The District will comply with the ADA with respect to providing auxiliary aids and 
services leading to effective communication for qualified persons with disabilities so they can participate equally 
in District programs, services, and activities.  These aids and services are designed to make information and 
communications accessible to people who have impairments, in areas such as speech, hearing, and vision.  The 
District will not place a surcharge on a qualified individual with a disability, or any group of qualified individuals 
with disabilities, to cover the cost of providing auxiliary aids/services or reasonable modifications of policy (for 
example, retrieving items from locations that are open to the public but inaccessible to users of wheelchairs).   
 
Anyone who requires an auxiliary aid or service for effective communication, or a modification of policies or 
procedures to participate in a service, program, or activity of the District should contact the respective Compliance 
Coordinator, whose contact information is listed below.  Such contact should be made as soon as possible, but not 
later than 48 hours before the scheduled event (and, preferably, at least five (5) business days before the event).   
 
Modifications to Policies and Procedures:  The District will make reasonable modifications to policies and 
programs to ensure that qualified individuals with disabilities have an equal opportunity to enjoy its services, 
programs and activities.   
 
The ADA does not require the District to take any action that would fundamentally alter the nature of its programs 
or services or impose an undue financial or administrative burden.   
 
Complaints that a District service, program, or activity is not accessible to persons with a disability may be 
directed to the Compliance Coordinator below.  In addition, as stated in the District’s Notice of Nondiscrimination, 
a person who is unable to resolve a problem or grievance arising under Title II of the ADA may contact the Office 
for Civil Rights, Region VII, 8930 Ward Parkway, Suite 2037, Kansas City, Missouri 64114; telephone (816) 268-
0550. 
 

 
Compliance CoordinatorJeff Simpson, Executive Director of Special Services 

 1600 W Jackson, Ozark, MO 65721 Phone: (417) 582-5900 Fax: (417) 582-5960 

https://simbli.eboardsolutions.com/ePolicy/policy.aspx?PC=AC&Sch=99&S=99&C=A&RevNo=1.01&T=A&Z=P&St=ADOPTED&PG=6&SN=true
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Individuals with Disabilities Education Act 
 
All responsible public agencies are required to locate, evaluate, and identify children with disabilities who are under 
the jurisdiction of the agency, regardless of the severity of the disability, including children attending private schools, 
children who live outside the District but are attending a private school within the District, highly-mobile children, 
such as migrant and homeless children, children who are wards of the state and children who are suspected of having 
a disability and in need of special education even though they are advancing from grade to grade.  The Ozark School 
District assures that it will provide a free, appropriate public education (FAPE) to all eligible children with 
disabilities between the ages of 3 and 21 under its jurisdiction.  Disabilities include autism, deaf/blindness, emotional 
disorders, hearing impairment and deafness, mental retardation/intellectual disabilities, multiple disabilities, 
orthopedic impairment, other health impairments, specific learning disabilities, speech or language impairment, 
traumatic brain injury, visual impairment/blindness and young child with a developmental delay. 
 
The Ozark School District assures that it will provide information and referral services necessary to assist the State 
in the implementation of early intervention services for infants and toddlers eligible for the Missouri First Steps 
program. 
 
The Ozark School District assures that personally-identifiable information collected, used, or maintained by the 
agency for the purposes of identification, evaluation, placement or provision of FAPE of children with disabilities 
may be inspected and/or reviewed by their parents/guardians.  Parents/guardians may request amendment to the 
educational record if the parent/guardian believes the record is inaccurate, misleading, or violates the privacy or 
other rights of their child.  Parents have the right to file complaints with the U.S. Department of Education or the 
Missouri Department of Elementary and Secondary Education concerning alleged failures by the District to meet the 
requirements of the Family Educational Rights and Privacy Act (FERPA). 
 
The Ozark School District has developed a Local Compliance Plan for the implementation of State Regulations for 
the Individuals with Disabilities Education Act (IDEA).  This plan contains the agency’s policies and procedures 
regarding storage, disclosure to third parties, retention and destruction of personally identifiable information and the 
agency’s assurances that services are provided in compliance with the General Education Provision Act (GEPA).  
This plan may be reviewed at the District Office located at 302 N. 4th Avenue between the hours of 8 a.m. - 4 p.m. 
Any inquiries concerning the District’s compliance may be directed to:  

Jeff Simpson, Executive Director of Special Services 
 1600 W Jackson, Ozark, MO  65721 
 (417) 582-5900 
 Or contact the Office of Civil Rights, Region VII, 8930 Ward Parkway, Suite 2037, Kansas City, MO  64114. 

 
This notice will be provided in native languages as appropriate. 
 
Bullying 

 
Bullying – In accordance with state law, bullying is defined as intimidation, unwanted aggressive behavior, or 
harassment that is repetitive or is substantially likely to be repeated and causes a reasonable student to fear for his 
or her physical safety or property; that substantially interferes with the educational performance, opportunities or 
benefits of any student without exception; or that substantially disrupts the orderly operation of the school. 
Bullying includes, but is not limited to: physical actions, including violence, gestures, theft, or property damage; 
oral, written, or electronic communication, including name-calling, put-downs, extortion, or threats; or threats of 
reprisal or retaliation for reporting such acts. 
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Cyberbullying – A form of bullying committed by transmission of a communication including, but not limited to, a 
message, text, sound or image by means of an electronic device including, but not limited to, a telephone, wireless 
telephone or other wireless communication device, computer or pager. The District has jurisdiction over 
cyberbullying that uses the District's technology resources or that originates on District property, at a District 
activity or on District transportation. Even when cyberbullying does not involve District property, activities or 
technology resources, the District may impose consequences and discipline for those who engage in cyberbullying 
if there is a sufficient nexus to the educational environment, the behavior materially and substantially disrupts the 
educational environment, the communication involves a threat as defined by law, or the District is otherwise 
allowed by law to address the behavior. 
 
School employees, substitutes or volunteers are expected to intervene to prevent student bullying, appropriately 
discipline the perpetrator, assist the victim and report the incident to the building principal or designee for further 
investigation and action. Any school employee, substitute or volunteer who witnesses or has firsthand knowledge 
of bullying of a student must report the incident. Students who have been subjected to bullying, or who have 
witnessed or have knowledge of bullying, are encouraged to promptly report such incident to a school employee. 
Any school employee receiving such a report shall promptly transmit the report to the building principal or 
designee. If the bullying incident involves students from more than one district building, the report should be made 
to the principal or designee of the building in which the incident took place, or, if more appropriate, to the principal 
or designee of the building attended by the majority of the participants in the incident.  
Policy JFCF 
 
Anti-bullying Coordinator: Gerald Chambers, Executive Director of Student Services 

         1600 W Jackson, Ozark, MO 65721 
         Phone: (417) 582-5900; Fax: (417) 582-5960 

 
 
Seclusion, Isolation and Restraint  
 
Purpose: Policy JGGA 
Through the adoption of this policy, the Board of Education expects to: 
1.         Promote safety and prevent harm to students, school personnel and visitors in the school district. 
2.         Approach the use of discipline and behavior-management techniques with dignity and respect. 
3.         Provide school personnel with clear guidelines about the use of seclusion, isolation and restraint on district 
property or at any district function or event. 
4.         Provide parents/guardians information about state guidelines and district policies related to the use of 
discipline, behavior management, behavior interventions and responses to emergency situations. 
5.         Promote the use of nonaversive behavioral interventions, including positive behavioral support techniques. 
Seclusion 
Seclusion as defined in this policy is prohibited except in an emergency situation while awaiting the arrival of law 
enforcement officers as provided for in state law. 
Isolation 
Isolation may be used only: 
1.         In an emergency situation, or 
2.         When less restrictive measures have not effectively de-escalated the situation and the school has a plan for 
how to respond in such situations, or 
3.         With parental approval as specified in a student's IEP, Section 504 plan or other agreed-upon plan to 
address a student's behavior. 
Isolation shall never be used as a form of punishment or for the convenience of district personnel. 
 
A student in isolation must be monitored by district personnel who are in close proximity and able to see and hear 
the student at all times. Monitoring shall be face to face unless personal safety is significantly compromised, in 
which case technology-supported monitoring may be utilized. The total time in isolation is to be reasonably 

https://simbli.eboardsolutions.com/ePolicy/policy.aspx?PC=JFCF&Sch=99&S=99&C=J&RevNo=1.01&T=A&Z=P&St=ADOPTED&PG=6&SN=true
https://simbli.eboardsolutions.com/ePolicy/policy.aspx?PC=JGGA&Sch=99&S=99&C=J&RevNo=1.11&T=A&Z=P&St=ADOPTED&PG=6&SN=true
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calculated based on the age of the student and the circumstances and is not to exceed 40 minutes without a 
reassessment of the situation and consultation with parents/guardians or administrative staff unless otherwise 
specified in an IEP, Section 504 plan or other parentally agreed-upon plan to address a student's behavior. 
 
The space in which the student is isolated should be a normal-sized meeting room or classroom commonly found 
in a school setting with standard lighting, ventilation, heating, cooling and ceiling height and that is free of objects 
that could cause harm to the student. 
 
Physical Restraint 
Physical restraint shall be used only: 
1.         In an emergency situation, or 
2.         When less restrictive measures have not effectively de-escalated the situation and the school has a plan for 
how to respond in such situations, or 
3.         With parental approval as specified in a student's IEP, Section 504 plan or other agreed-upon plan to 
address a student's behavior. 
Physical restraint will: 
1.         Be used only for as long as necessary to resolve the actual risk of danger or harm that warranted the use of 
physical restraint. 
2.         Be no greater than the degree of force necessary to protect the student or other persons from imminent 
bodily injury or to protect property. 
3.         Not place pressure or weight on the chest, lungs, sternum, diaphragm, back, neck or throat that restricts 
breathing. 
4.         Be done only by district personnel trained in the proper use of physical restraint. 
District personnel who use physical restraint shall only use restraint methods in which they have received district-
approved training. Further, district personnel who use physical restraint may only do so in the presence of at least 
one additional adult who is in the line of sight unless no other adult is immediately available due to an 
unforeseeable emergency situation. 
Physical restraints should never be used as a form of punishment or for the convenience of district personnel. 
 
Mechanical Restraint 
Mechanical restraint shall be used only as specified in a student's IEP or Section 504 plan with two exceptions: 
 
1.         Vehicle safety restraints shall be used according to state and federal regulations. 
2.         Mechanical restraints employed by law enforcement officers in school settings should be used in 
accordance with appropriate law enforcement professional standards and applicable law enforcement policies. 
 
Reporting Suspected Child Abuse 
 
The Board of Education requires its staff members to comply with the state child abuse and neglect laws and the 
mandatory reporting of suspected neglect and/or abuse. Any school official or employee acting in his or her 
official capacity who knows or has reasonable cause to suspect that a child has been subjected to abuse or neglect, 
or who observes the child being subjected to conditions or circumstances that would reasonably result in abuse or 
neglect, shall directly and immediately make a report to the CD, including any report of excessive absences that 
may indicate educational neglect. No internal investigation shall be initiated until such a report has been made, and 
even then the investigation may be limited if the report involves sexual misconduct by a school employee. 
Employees who make such reports to the CD must notify the school principal or designee that a report has been 
made. The principal or designee will notify the superintendent or designee and the District liaison(s) about the 
report. 
The reporting requirements are individual, and no supervisor or administrator may impede or inhibit any reporting 
under this section. No employee making a report in accordance with law shall be subject to any sanction, including 
any adverse employment action, for making such a report. Further, the superintendent and other District 
administrators shall ensure that any employee mandated by law to make a report shall have immediate and 
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unrestricted access to the communication technology necessary to make an immediate report. Employees shall also 
be temporarily relieved of other work duties for such time as is required to make any mandated report.  Child 
Abuse Hotline 800-392-3738.  Policy JHG 
 
Confidentiality of Student Records 
 
In order to provide students with appropriate instruction and educational services, it is necessary for the District to 
maintain extensive and sometimes personal information about students and families. These records must be kept 
confidential in accordance with law, but must also be readily available to district personnel who need the records to 
effectively serve District students. Policy JO-1 
Substitute teachers have a grave responsibility to treat with confidentiality most matters pertaining to students. 
Student behavior, performance, and achievement levels are not subjects of general conversation and should not be 
discussed outside of the school setting. When working with special needs students, substitutes must exercise an 
even greater degree of caution when discussing school children assigned to them.  

 
Visitors in the Workplace 
 
All visitors are expected to enter any District facility through the main entrance and sign in or report to the building’s 
main office.  Authorized visitors will receive direction or be escorted to their destination.  Employees who observe 
an unauthorized individual on the District premises should immediately direct him or her to the building office or 
contact the administrator in charge.  Regular visits by family and friends during working hours are not appropriate. 
 
Bad Weather Closing 
 
The District may close schools because of bad weather or emergency conditions.  When such conditions exist, the 
superintendent will make the official decision concerning the closing of the District facilities.  When it becomes necessary to 
open late or to release students early, radio and television stations will be notified by school officials.  District patrons may 
sign up for email alerts on the District website.  www.ozarktigers.org.   

 
Cash in School Buildings 
 
All moneys collected within the District’s schools shall be handled in a proper fiscal manner and prudently safeguarded. 
 
Money collected for any purpose will be submitted to the school principal or designee, who will provide for its proper 
deposit.  Money should never be left in a desk or classroom or common access areas of an office.  When a teacher or other 
school employee collects money from pupils for any purpose, that employee shall be held responsible for that money until the 
employee turns it over to a person responsible for receiving and depositing money. 
There should not be any “petty cash” in the buildings. 
Startup funds are issued to the athletic/activity department for sporting events and school sponsored events. 
 
Staff Use of Communication Devices 
 
The Ozark School District encourages District employees to use technology, including communication devices, to 
improve efficiency and safety. The District expects all employees to use communication devices in a responsible 
manner that does not interfere with the employee's job duties. Employees who violate district policies and 
procedures governing the use of communication devices may be disciplined, up to and including termination, and 
may be prohibited from possessing or using communication devices while at work. Communication devices may 
not be used in any manner that would violate the district's policy on student-staff relations. Policy GBCC 
 
Staff Conduct/Ethics 
 

https://simbli.eboardsolutions.com/ePolicy/policy.aspx?PC=JHG&Sch=99&S=99&C=J&RevNo=1.11&T=A&Z=P&St=ADOPTED&PG=6&SN=true
https://simbli.eboardsolutions.com/ePolicy/policy.aspx?PC=JO-1&Sch=99&S=99&C=J&RevNo=1.21&T=A&Z=P&St=ADOPTED&PG=6&SN=true
http://www.ozarktigers.org/
https://simbli.eboardsolutions.com/ePolicy/policy.aspx?PC=GBCC&Sch=99&S=99&C=G&RevNo=1.01&T=A&Z=P&St=ADOPTED&PG=6&SN=true
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The Board of Education expects that each professional and support staff member shall put forth every effort to 
promote a quality instructional program in the District.  In building a quality program, employees must meet certain 
expectations which include, but are not limited to, the following: 
 
1. Become familiar with, enforce and follow all Board policies, regulations, administrative procedures, other 
directions given by District administrators and state and federal laws as they affect the performance of job duties. 
2. Maintain courteous and professional relationships with pupils, parents/guardians, other employees of the District 
and all patrons of the District. 
3. Keep current on developments affecting the employee's area of expertise or position. 
4. Transact all official business with the appropriate designated authority in the District in a timely manner. 
5. Transmit constructive criticism of other staff members or of any department of the District to the particular 
school administrator who has the administrative responsibility for improving the situation. 
6. Care for, properly use, and protect school property. 
7. Attend all required staff meetings called by District administration, unless excused. 
8. Keep all student records, medical information and other sensitive information confidential as directed by law, 
Board policy, District procedures and the employee's supervisor. 
9. Immediately report all dangerous building conditions or situations to the building supervisor and take action to 
rectify the situation and protect the safety of students and others. 
10. Properly supervise all students. The Board expects all students to be under assigned adult supervision at all 
times during school and during any school activity. Except in an emergency, no employee will leave an assigned 
group unsupervised. 
11. Obey all safety rules, including rules protecting the safety and welfare of students. 
12. Submit all required reports or paperwork at the time requested. Employees will not falsify records maintained 
by the School District. 
13. Refrain from using profanity. 
14. Dress professionally and in a manner that will not interfere with the educational environment. 
15. Come to work and leave work at the time specified by the employee handbook or by the employee’s 
supervisor. Employees who are late to work or stop working before the scheduled time may be subject to 
discipline, including termination. 
16. School employees, other than commissioned law enforcement officers, shall not strip search students, as 
defined in state law, except in situations where an employee reasonably believes that the student possesses a 
weapon, explosive or substance that poses an imminent threat of physical harm to the student or others and a 
commissioned law enforcement officer is not immediately available. 
17. School employees shall not direct a student to remove an emblem, insignia or garment, including a religious 
emblem, insignia or garment, as long as such emblem, insignia or garment is worn in a manner that does not 
promote disruptive behavior. 
18. State law prohibits teachers from participating in the management of a campaign for the election or defeat of a 
member of the Board of Education that employs such teacher. 
19. Employees will not use District funds or resources to advocate, support or oppose any ballot measure or 
candidate for public office. 
20. Employees will not use any time during the working day for campaigning purposes, unless allowed by law. 
 Policy GBCB GBCA 

 
 

Safety 
 
The Board recognizes the necessity for a planned safety program to create a safe environment for the students 
attending, and for the professional and support staff employed by the District. The maintenance of healthful and safe 
conditions throughout the District is a responsibility shared by the Board, superintendent and all professional and 
support staff. 
 

https://simbli.eboardsolutions.com/ePolicy/policy.aspx?PC=GBCB&Sch=99&S=99&C=G&RevNo=1.11&T=A&Z=P&St=ADOPTED&PG=6&SN=true
https://simbli.eboardsolutions.com/ePolicy/policy.aspx?PC=GBCA&Sch=99&S=99&C=G&RevNo=1.01&T=A&Z=P&St=ADOPTED&PG=6&SN=true
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Every attempt will be made to meet safety and health standards established by state and federal laws and regulations.  
The cooperation of school, home, and community in providing a safe and healthful environment is encouraged by 
the Board. 
 
Safe practices will be a scheduled part of instruction in the classrooms, laboratories, and school shops.  Proper 
supervision of students and other citizens using the school facilities will be required.  Hazardous conditions indicated 
by inspectors will be reported to the Board and corrected.  Each building administrator will develop and implement 
a safety program, report hazardous conditions to the superintendent and hold employees and students responsible for 
the observance of all safety rules and procedures. 
 
The District will fully utilize federal, state, and local violence prevention programs and resources available to 
students, teachers, or staff that the District determines are necessary and cost effective for the District.  The 
superintendent will designate a school safety coordinator who will have a thorough knowledge of such programs. 
Policy EB GBE  
 
The safety of District employees is of utmost importance.  The safety guidelines listed below are established to 
provide basic guidance and direction.  
 

 
 

 

https://simbli.eboardsolutions.com/ePolicy/policy.aspx?PC=EB&Sch=99&S=99&C=E&RevNo=1.01&T=A&Z=P&St=ADOPTED&PG=6&SN=true
https://simbli.eboardsolutions.com/ePolicy/policy.aspx?PC=GBE&Sch=99&S=99&C=G&RevNo=1.01&T=A&Z=P&St=ADOPTED&PG=6&SN=true
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Emergency Procedures 
  
Tornado 

1. Send any students who are not in their assigned classroom back to that classroom. 
2. Move students to designated area. 
3. Ensure students assume duck and cover position. 
4. Maintain student roster and verify students are accounted for. 
5. Notify office if one of your students is not accounted for. 
6. Await all clear signal from office. 

 
Fire 

1. Pull fire alarm/contact office if fire-warning system is not sounding. 
2. Exit building via posted evacuation plan, taking class roster. 
3. Verify that all students are accounted for. 
4. Remain outside building until all clear is given. 

 
Code Yellow Lockdown 
1. A Code Yellow lock down means that the exterior doors of the school on lock down will all be locked from 

outside entry into the school.  No one, adults or students, will be allowed to enter or exit the school without 
security or administrator escort. 

2. All classrooms, gym doors, cafeteria doors, and office doors are to remain locked during a Code Yellow 
Lockdown, however classroom instruction and other school business will go on as normal. 

3. During a Code Yellow Lockdown no student will be allowed out of the classroom to go anywhere in the school 
without an adult escort. 

4. These procedures for a Code Yellow Lockdown will remain in place until security personnel or 
administrators give an all clear. 

 
Bomb Threat 

   1. Evacuate classrooms when told to do so or fire-warning system is activated. 
   2.  Maintain class record book. 
   3.  Use fire evacuation routes. 
   4.  Verify all students are accounted for. 
   5.  Remain outside until told building is safe. 

 
Earthquake 
1. Remain in classroom and place students under their desks. 
2.  Maintain class record book. 
3.  Evacuate students after earthquake via fire evacuation routes. 
4.  Check for injuries and verify that all students are accounted for. 
5.  Do not re-enter the building and remain away from power lines. 
6. Await instructions from administrators or security personnel. 
 
Lockdown - Code Red 

  1.  Pull any students from the hallway. 
  2.  Close and lock doors. 
  3.  Close windows/blinds and turn off the lights. 
  4.  Place students on the floor next to an interior wall. 
  5.  Verify what students are in your classroom. 
  6.  Maintain calm and order in classroom. 
  7.  Remain in room until further instructed. 
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Medical Emergency 
1. Have an adult stay at the scene until medical help arrives.   
2. Call for help by intercom or phone stating the name of the person needing help.    
3. Do not move person unless necessary for immediate safety. 
4. For seizures note the time of onset, protect head, and roll to side. 
5. If person has no response and no breathing, begin CPR and call 911. 
6. Document what occurred and what actions were taken.   
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Computer Use & Data Management  
 

The Ozark School District's technology exists for the purpose of enhancing the educational opportunities and 
achievement of district students. Research shows that students who have access to technology improve 
achievement. In addition, technology assists with the professional enrichment of the staff and increases 
engagement of students' families and other patrons of the District, all of which positively impact student 
achievement. The District will periodically conduct a technology census to ensure that instructional resources and 
equipment that support and extend the curriculum are readily available to teachers and students. 
 
User Privacy  
A user does not have a legal expectation of privacy in the user's electronic communications or other activities 
involving the District’s technology resources including, but not limited to, voicemail, telecommunications, email 
and access to the internet or network drives. By using the District's network and technology resources, all users are 
consenting to having their electronic communications and all other use monitored by the District. A user ID with 
email access will only be provided to authorized users on condition that the user consents to interception of or 
access to all communications accessed, sent, received, or stored using District technology. 
 
Technology Administration  
The Board directs the superintendent or designee to assign trained personnel to maintain the District’s technology 
in a manner that will protect the District from liability and will protect confidential student and employee 
information retained on or accessible through District technology resources. Administrators of District technology 
resources may suspend access to and/or availability of the District’s technology resources to diagnose and 
investigate network problems or potential violations of the law or District policies and procedures. All District 
technology resources are considered District property. The District may remove, change, or exchange hardware or 
other technology between buildings, classrooms, or users at any time without prior notice. Authorized District 
personnel may install or remove programs or information, install equipment, upgrade any system or enter any 
system at any time.    
Policy EHB 
  
Acceptable Usage Policy Agreement for Staff/Student/Parent/Guardian 
Ozark School District Technology Resources 

 
Philosophy  
It is the policy of the Ozark School District to maintain an environment that enhances the educational opportunities 
and achievement of District students. The District recognizes the educational and professional value of 
instructional technology, both as a means of access to enriching information and as a tool to develop skills that 
students need. Use of the Ozark School District Wide Area Network (OSDWAN), the internet, or campus 
technology is a privilege, increasingly essential to learning that offers new freedoms and demands new 
responsibilities. Use of instructional technology will be for or in support of education, research, and enrichment of 
class assignments. Policy EHB  
 
Students and staff will follow good digital citizenship by utilizing instructional technology resources in a positive, 
appropriate, and legal manner that supports the District’s mission and vision. The District expects a consistently 
high level of personal responsibility of all users granted access to the District’s technology resources.  
● Due to the ever-changing nature of technology, the District reserves the right to amend the Technology Usage 
Policy at any time to address the changing nature of the digital environment.  
● The Ozark School District Technology Department is responsible for maintaining the District’s technology 
resources and establishing requirements and procedures for the issuance of user accounts.  
● The use of instructional technology is an integral part of daily instruction. Because students will consistently be 
exposed to and operate technology, they will be expected to demonstrate good digital citizenship.  
● The District will take appropriate disciplinary action against any user who willfully and knowingly violates the 
Acceptable Usage Policy.  

https://simbli.eboardsolutions.com/ePolicy/policy.aspx?PC=EHB&Sch=99&S=99&C=E&RevNo=1.11&T=A&Z=P&St=ADOPTED&PG=6&SN=true
https://simbli.eboardsolutions.com/ePolicy/policy.aspx?PC=EHB&Sch=99&S=99&C=E&RevNo=1.11&T=A&Z=P&St=ADOPTED&PG=6&SN=true
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● The Ozark School District, in compliance with the Children’s Internet Protection Act (CIPA), will utilize 
measures to block and filter internet access to visual depictions and other materials deemed to be obscene, child 
pornography, illegal, or harmful to minors.  
● No filtering system is completely effective or efficient. Students should report any inappropriate content to their 
teachers, and teachers need to report inappropriate behavior or sites to their administration and the Ozark School 
District Technology Department.  
● Students are encouraged to be safe, active members of the digital world. When students use electronic 
communication for instructional purposes or make digital content as part of the educational process, they need to 
utilize their school-issued account.  
● Students are encouraged to utilize instructional technology. Users should expect only limited privacy in the 
contents of personal files on the Ozark School District’s system.  
● Parents have the ability at any time to investigate or review the contents of their child’s files and browsing 
history. Parents have the right to request the termination of their child’s network use at any time.  
● All damages incurred by the District due to the misuse of the District’s technology resources, including the loss 
of property and staff time, will be charged to the user. District administrators have the authority to sign any 
criminal complaint regarding damage to District technology.  
 
Acceptable Use  
Acceptable use of the Ozark School District Wide Area Network includes, but is not limited to, using the internet 
or campus technology for:  
● Accessing only accounts and files for which students or staff have permission.  
● Using appropriate language and being considerate of others when using digital tools and communication.  
● Striving to be good digital citizens and following all copyright laws, including refraining from the illegal 
installation of copyrighted software and copying the work of others without permission.  
● Use in a legal manner.  
● Providing positive, truthful information and reporting any bullying or discriminatory language to the appropriate 
authorities.  
● Being diligent in protecting the personal information of another person, including name, address, phone number, 
email address, social security number, account numbers, passwords, and other items used for identification.  
● Being meticulous in actions to ensure normal network usage and service are not interrupted by avoiding the 
following:  propagation of electronic viruses, distribution of chain letters or broadcast messages to multiple lists or 
individuals, violation of personal privacy, or unauthorized access to protected and private network resources.  
● Using the Ozark District’s network in support of education, research, public service, economic development or 
government purposes.  
● Staying on task and refraining from extensive private or personal use.  
 
Restrictions for Students  
● Any faculty or staff member may moderate restrictions on student use including the amount of time spent online.  
● There are areas on the internet that contain sites not appropriate for student use. Any student accessing these 
sites will be subject to student discipline in accordance to Ozark School Board Policy JG and JG-R.  
● Students are not to reveal their personal home addresses or phone numbers.  
● Students must notify parent(s)/guardian(s) and instructor immediately if any individual is trying to make 
personal contact for illicit or suspicious activities.  
● Giving out personal information about another person is strictly prohibited.  
● Students who accidentally access unacceptable material shall immediately notify the appropriate school 
personnel. This disclosure may serve as a defense against allegations that the user has intentionally violated this 
policy.  
 
Access 
All staff and students (third grade and up) will be provided a username and password to gain access to 
computer applications, email, and the internet. The system will prompt each user to change his/her 
Microsoft password occasionally to provide security to each account. Staff and student Google accounts 

http://www.ozark.k12.mo.us/cms/lib011/MO01910080/Centricity/domain/71/policies/j/JG.pdf
https://simbli.eboardsolutions.com/ePolicy/policy.aspx?PC=JG&Sch=99&S=99&C=J&RevNo=1.01&T=A&Z=P&St=ADOPTED&PG=6&SN=true
http://www.ozark.k12.mo.us/cms/lib011/MO01910080/Centricity/domain/71/policies/j/JG.pdf
https://simbli.eboardsolutions.com/ePolicy/policy.aspx?PC=JG-R1&Sch=99&S=99&C=J&RevNo=1.01&T=A&Z=A&St=ADOPTED&PG=6&SN=true
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will not prompt for a password change, and students should not change their password unless directed to do 
so by an administrator. It is important that users keep usernames and passwords confidential. 

 
Equipment Use 
Members of the technology staff will maintain all District equipment, and users are expected to exercise 
care in the use of this equipment. Misuse of equipment will result in a staff member’s or student’s denial of 
access to equipment. 

 
Security 
In addition to regularly changing passwords and keeping usernames and passwords confidential, additional 
security measures should be taken. Once logged in, a user should not leave the computer unattended 
without locking the computer. PCs can be locked by pressing Ctrl-Alt-Delete and then clicking “Lock this 
computer.” Once locked, only the person currently logged in can unlock the computer by pressing Ctrl-Alt-
Delete and then entering his/her password. After entering the password, the user will return to the 
application he/she had been using before locking the computer. For the security of data, teacher and staff 
computers are automatically locked after 15 consecutive minutes of non-use; the staff member will be 
required to enter his/her password to reactivate the computer. 
 
Software Licensing  
It is illegal to install software without licenses; therefore, all software installed on District computers must have 
appropriate licenses. To standardize software across the District, all software purchases must go through the Ozark 
School District Technology Department. When purchasing new software, a record of all software licenses will be 
kept in the Ozark School District Technology Department and should also be kept at the building level.  

 
Substitute Job Responsibilities  

 
As a substitute I understand my responsibilities include those listed below: 
 
I will be punctual and adhere to the classroom schedule. 
I will maintain order in the classroom. 
I will follow the teacher’s lesson plans in sequence and fulfill all responsibilities of the teacher, including extra 
duty. 
I will supervise the students assigned to the regular classroom teacher at all times (i.e., home room, hallways, 
dismissal, cafeteria, etc.). 
I understand I cannot leave the campus during work hours. 
I understand I am not entitled to the teacher’s conference period and may be asked by the principal to substitute for 
another class during that time. 
I understand the campus may change my assignment once I arrive. 
I understand I must not use corporal punishment and there must be no physical contact when disciplining a student. 
I understand I must never sexually harass a student or employee, whether verbally or physically. 
I understand I must wear my Substitute ID Badge at all times on the campus.  
I understand substituting is part-time and I am called as needed.  
I understand I have no employment contract with Ozark, and I may be dismissed at any time for any reason not 
prohibited by law or for no reason, as determined by the needs of the District. At will employees who are 
dismissed shall receive pay through the end of the last day worked. At-will employees are free to resign at any 
time. 

 
To view all Board Policies, click here 
To view current School Calendar, click here 
 
 

https://simbli.eboardsolutions.com/SB_ePolicy/SB_PolicyOverview.aspx?S=99&Sch=99
https://www.ozarktigers.org/cms/lib/MO01910080/Centricity/Domain/4/Calendar_2021-22.pdf
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Start & Dismissal Times 

 
  Start         Dismissal        Friday Dismissal       Teacher Arrival          Student Arrival 
K-5 Elementary Buildings:      8:30 a.m.   3:45 p.m. 2:45 p.m. 8:00 a.m.     8:10 a.m.   
Middle School (6-7):   7:50 a.m.   3:05 p.m.  2:05 p.m. 7:15 a.m.     7:00 a.m. 
Junior High School   7:30 a.m.   2:50 p.m. 1:50 p.m. 7:00 a.m.     7:15 a.m. 
High School   7:40 a.m.   2:55 p.m. 1:55 p.m. 7:10 a.m.     6:45 a.m. 
Finley River   7:40 a.m.   2:55 p.m. 1:55 p.m. 7:10 a.m.     7:15 a.m. 
Tiger Paw    
  Preschool (Monday – Thursday) 
    Session 1   8:30 a.m.  11:40 a.m.     8:00 a.m.     8:20 a.m. 
    Session 2             12:30 p.m.  3:40 p.m.            12:20 p.m. 
  ADA Kindergarten   8:15 a.m.   3:30 p.m. 
   
On Fridays schools dismiss one hour earlier. Teachers collaborate during this time.  Substitutes may leave after all 
busses have loaded if they are no longer needed in the building.  
 
Early Dismissals 
K-5 Elementary Buildings   11:40 a.m. 
Middle School (6-7)    10:45 a.m.   
Junior High    10:30 a.m. 
High School    10:35 a.m. 
Finley River    10:35 a.m. 
 
 
Changes to Policies & Procedures 
 
The information in this handbook is subject to change.  I understand that changes in District polices may 
supersede, modify, or eliminate the information summarized in this booklet.  As the District provides updated 
policy information, I accept responsibility for reading and abiding by the changes.  I understand that no 
modifications to contractual relationships or alterations of at-will employment relationships are intended by 
this handbook.  I understand that I have an obligation to inform my supervisor or department head of any 
changes in personal information, such as phone number, address, etc.  I also accept responsibility for 
contacting my supervisor or the Human Resource Office, if I have questions or concerns or need further 
explanation. 
 
Note:  In the event of a discrepancy between any information contained in our Employee Handbook or in 
the online Employee Handbook and Board Policies, Board Policy will govern. 
 


	Confidentiality of Student Records

