A D M I N I S T R A T I O N
Administrative Staff Organization

Administrative Organization, Authority, and Responsibility

The board of education endorses an administrative organization
known as the 'single executive' type of school administration wherein
the board of education acts as the elected governing body and places all
school district functions and programs under the direction of the
board's chief executive officer, the superintendent of schools.

The superintendent of schools and administrative staff are
authorized to, and are responsible for, designing, implementing,
managing, and evaluating programs and activities that culminate in an
effective educational experience for the district's students. In so
doing, the board expects that all administrators will work within
established board policies and school-related statutes, be appropriately
trained and certified, and be skilled in communicating and problem
solving.

The salary range for all administrative positions shall be
sufficiently broad to permit adequate compensation on the basis of both
the responsibility involved and the performance of the individual.

Legal Reference: a79-441 Board Care and Custody of
Property,
Hiring Superintendent and

Personnel
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Supervision and Control
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Line and Staff Relationships 2010

In endorsing the concept of line and staff relationships, it is
not the board of education's intent to impede normal conversations and
open communication among any of the district's employees. Rather, it is
to provide a framework for addressing major problems and/or resolving
disputes that may arise in day-to-day school operations.

Each employee of this school district except the school board
attorneys, shall be responsible to the board of education through the
superintendent of schools. The school board attorneys shall be directly
responsible to the board of education.

All personnel shall refer matters requiring administrative action
or attention to the administrator immediately in charge of the building
or area in which the problem arises. If a problem is not resolved at
the first administrative level, it may be forwarded to the
superintendent's office for review. In turn, any significant
communications or directives to staff from the superintendent of
school's office will be channeled through the appropriate administrator.

To seek a board audience for a complaint or problem, certificated
staff members are encouraged to utilize the formal grievance procedure
in the negotiated agreement.  Ordinarily, formal complaints of non-
certificated staff will not be carried beyond the level of the
superintendent of school, unless the issue involves a recommendation for
dismissal or job reassignment. The superintendent of schools shall keep
the board of education informed on any major disputes or problems and
the attempted resolution thereof.

Legal Reference: 079-441 Board Care and Custody of
Property, Hiring Superintendent
and Personnel

079-443 Board Authority for Supervision
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SUPERINTENDENT OF SCHOOLS

Employment of the Superintendent of Schools

As chief executive officer of the board of education, the
superintendent shall be responsible, either directly or by delegated
authority from the board of education, for the general operation and
administration of the school district. = The board of education is
responsible for employing, working with, and evaluating the performance
of the superintendent of schools.

In the absence of board policy, the superintendent of schools is
authorized to use administrative discretion. Subsequently, the board of
education is to be advised of the particular circumstances prompting
such action and of the merits of drafting policy to address similar
situations.

The superintendent of schools shall be properly certified in
accord with the legal requirements established by the Nebraska State
Board of Education and the accreditation standards of the North Central
Association of Colleges and Schools. In addition, the superintendent of
schools shall have such other educational and experiential training and
skills deemed appropriate by the board.

The superintendent of schools shall be employed for not less than
twelve months nor more than 36 months, with the annual term of
employment running from July 1 to June 30. An exception to this would
be if the position of superintendent of schools would become vacant at a
time other than July 1. If this would occur the position shall be
filled for the remainder of the current year and could include up to an
additional 24 months beyond the end of the current year. In accord with
state statute, the superintendent is regarded as a probationary employee
and can not accrue tenure in the district.

The superintendent of schools shall hold an earned Educational
Specialist Degree, or higher, from an accredited college or university.

He or she shall have at least four years of successful classroom
teaching experience and an additional four years of experience in an
educational administrative or supervisory field. He or she shall hold
or show evidence of being able to qualify for a Nebraska Professional
Supervisory and Administrative Certificate.

The salary and benefits shall be established annually by the board
of education. The superintendent of schools shall be on a twelve month
contract.

Legal Reference: 079-441 Board Care and Custody of

Property, Hiring Superintendent

and Personnel
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Superintendent Responsibilities 2110

The superintendent of schools' general responsibilities shall
include, but not be limited to: Maintaining personal, ethical, and
professional standards; demonstrating leadership and managerial
ability; providing executive service to, and maintaining an effective
working relationship with the board of education; promoting positive
school-community relationship; providing leadership to the board of
education in long and short-range planning, overseeing the effective
development of curriculum, instruction and in-service, staff recruitment
and evaluation, fiscal procedures, auxiliary services, and student
programs.

Refer to AR-2110 for a listing of the responsibilities of the
superintendent of schools.

Legal References: 079-441 Board Care and Custody of
property, Hiring Superintendent
and Personnel

079-443 Board Authority for Supervision
and Control

Policy Adopted: 08/08/94
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Responsibilities of the Superintendent AR-2110

Responsibilities of the superintendent of schools:
1. Serves as the chief executive officer of the Board of Education.

2. Serves as the educational leader of Holt County School District
No. 7.

3. Administers the school in conformity with the adopted policies of
the board of education rules and regulations of the State
Department of Education in accordance with state law and in
accordance with the guidelines set forth by the North Central
Association of Colleges and Schools.

4. Defines educational needs, formulates proposed policies and plans
and makes recommendations to the board of education for the
implementation of programs.

5. Makes board of education policies accessible to school board
members and interprets these policies to school personnel and the
general public.

6. Supervises, either directly or through the delegation of
authority, all activities of the school system and sees that these
activities are carried out in compliance with the policies
established by the board of education.

7. Informs the board of education concerning decisions that are made
which are not covered in board of education policies.

8. Prepares and sends out agenda, special reports and minutes for
board of education meetings on the Friday before the regular
meeting of each month.

9. Attends and participates in all regular and special board meetings
unless excused at his or her request, except for those executive
sessions in which his or her own re-election is under discussion.
Makes recommendations and advises the board of education on
subjects affecting the school district.

10. May request, at his or her discretion or at the request of the
board of education, the attendance of school district personnel at
meetings of the board of education to explain programs in use or
planned for use by the school district.

11. Reports to the board of education such matters as deemed material
to the understanding and proper management of the school or as the
board of education may request.

12. Keeps up-to-date on trends and laws in education by attending
local, district, state, and national meetings or conferences
with prior board of education approval. (The expenses incurred by
attending these meetings will be paid by the school district.)



13. Prepares the annual budget for the ensuing year with the
assistance of the staff and submits this budget to the board
AR-2110, Cont.

of education for review and approval. After adoption he or she
should make every attempt possible to operate within the limits
set forth by the budget.

14. Establishes and maintains efficient procedures and effective
controls for all expenditures of school funds in accordance with
accounting procedures set forth by the Nebraska Department of
Education, the Office of the State Auditor, and as may be
recommended by the auditor retained by board of education.

15. Acts as the purchasing agent for the board of education and orders
or approves the ordering of all supplies, textbooks, library
material, AV materials, equipment furniture, etc., when covered by
the budget or by specific order of the board of education.

16. Lets bids in terms of price, quality of product and service
rendered when needed. On large items in which the board requests
bids, the board of education shall determine the bid to be
accepted.

17. Directs the annual audit of school district funds: General Fund,
Sinking Fund, Activity Fund, School Lunch Fund, Building Fund,
Asbestos and American Disabilities Fund, all Federal
Programs, and the Special Education Program.

18. After consultation with the other administrators and the
appropriate staff, shall recommend to the board of education the
selection of new textbooks or textbook series.

19. Shall keep an up-to-date inventory of textbooks, library books,
moveable equipment, AV equipment, athletic equipment, music
equipment, uniforms, typewriters, computers, etc.

20. With board of education approval, he or she shall advertise, hold
interviews, and offer contracts to teachers.

21. Assigns or transfers all school personnel to their particular
school, jobs, and responsibilities as may be best for the school
system and in conformance with each individual's qualifications.

22. Hires, replaces, supervises, or causes to be supervised, all
classified and certified personnel to see that the methods used
and practices employed are in the best educational
interest of the students.

23. Approves vacation schedules of all classified district personnel.

24. Suspends any employee for just cause and promptly reports such
action to each board member.

25. Recommends to the board of education for their final action the
promotion, demotion, dismissal, or salary changes for all
employees.



26. Represents the board of education as liaison between the school
district and the community. Establishes and maintains a program
AR-2110, Cont.

of public relations that will keep district patrons well informed

of the activities of the school district. Maintains a public
relations program which will result in a wholesome and
cooperative working relationship between the school and the
community.

27. Develops the school calendar and presents it to the board for
board of education approval.

28. Completes, or overseas the completion, of all forms required by
Federal, State, or County agencies or as may be required for local
needs and sees that they are properly filed before their due date.

29. Shall be responsible for all short term and long-range planning
concerning school facilities.

30. Shall be in charge of all buildings, grounds, and equipment and
sees to their maintenance and safety.

31. Prescribes the procedures for the classification and advancement
of students and for the transfer of students from one building to
another in accordance with guidelines set forth by the Nebraska
Department of Education and existing policies of the board of
education.

32. Calls, or causes to be called, meetings of school district
employees as may be necessary to efficiently and effectively
carry out the educational program of the school district.

33. Is responsible for the general operation of the school system, for
the development of the staff, and for the educational growth and
welfare of the students.

34. Shall have a census taken each year of all people under the age of
twenty-one whose parents or guardians live within the boundaries
of Holt County School District No. 7.

35. Shall be directly responsible (or responsible through the
delegation of responsibility) for scheduling the use of buildings
and grounds by all groups and organizations.

36. Performs such other tasks as may, from time to time, be assigned
by the board of education.

37. Adheres to the "Code of Ethics" set forth by the American
Association of School Administrators.

Legal Reference:a73-101

through Public Lettings
a73-106
079-807 Rules and Regulations

a79-458 School Census



AR-2110 Adopted: 07/13/98 O'Neill Board of Education
Replaces 2.00-1 School District No. 7

Superintendent Evaluation Procedures 2115

During the first and second year of employment, the superintendent
of schools shall be evaluated twice each year, once in December and once
in May. During the first and second year of employment the
superintendent of schools' contract will be considered for renewal
during the month of February. Thereafter, the superintendent of schools
will be evaluated at least once each year. This evaluation shall occur
during the month of May. Commencing with the third year of employment
the superintendent's contract will be reviewed and considered for
renewing or extending annually during the month of December.

At the regular December board meeting--in closed session, if
salary negotiation is a part of the discussion--the evaluation results
will be shared with the superintendent of schools and open discussion
invited on any different viewpoints.

Refer to AR-2115 for the superintendent of schools' evaluation
form.

Legal Reference: 079-12,111 Annual Evaluation of Probationary
Certified Employees



Policy Adopted: 08/08/94
Replaces 2.00-1

Superintendent Evaluation Form AR-2115

Directions:

The following document represents only a singular approach to the
measurement of the superintendent's past performance. Each board member
should circle the response he or she feels best reflects an objective
appraisal of the superintendent's performance in that area or task.

Each board member may add comments under each or both 'open-ended' areas

in each section. ANY RESPONSE OF 'F' MUST BE DOCUMENTED BY THE BOARD
MEMBER IN THE CONCERNS SECTION. DOCUMENTATIONSHALL BE SPECIFIC , CITING
EXAMPLES, ITEMS, DATES, ETC. THE DOCUMENTATION SHALL ALSO BE FOLLOWED
WITH PROPOSED METHODS OF REMEDIATION.

SUPERINTENDENT EVALUATION FORM

A=Very Good, B=Good, C=Adequate, D=Improvement Needed, F=Poor or Unacceptable.

Section 1
PERSONAL CHARACTERISTICS/PROFESSIONAL STANDARDS Circle One

1. Maintains physical and emotional health and

energy level necessary to performing the job. A-B-C-D-F
2. Is trustworthy, diligent, and candid. A-B-C-D-F
3. Is cordial, patient, personable, and
sensitive to human needs. A-B-C-D-F

4. Presents a good professional image in and
outside of the community. A-B-C-D-F

5.  Maintains professional standards and growth

through active involvement in area, state,
and national educational organizations. A-B-C-D-F

AREAS OF COMMENDATION:

AREAS OF CONCERN:




Section 2
LEADERSHIP/MANAGERIAL ABILITY

1. Espouses an educational philosophy that places
the student in the nucleus of the program.

2. Organizes and develops the district's
administrators, via goal-setting methodology,
into an effective decision-making body.

3. Is a skillful planner, organizer, and evaluator
of material and personnel resources.

4, Is an effective writer, speaker, and
communicator.

5. Perceived by the staff as competent, fair,
enthusiastic, and caring.

6. Deals with conflict in a forthright,
objective, and rational manner.

AREAS OF COMMENDATION:

AREAS OF CONCERN:

Section 3
EXECUTIVE SERVICE TO AND RELATIONSHIP WITH THE
BOARD OF EDUCATION

1. Guides and advises the board of education
in goal setting, program planning, policy
development, and boardmanship.

2. Develops efficient and substantive meetings.

3. Provides the board of education with up-to-date
information on major trends and legal issues
which might affect the district.

4, Keeps the board of education informed on
program progress and significant events
within the school district.

A-B-C-D-F

A-B-C-D-F

A-B-C-D-F

A-B-C-D-F

A-B-C-D-F

A-B-C-D-F

A-B-C-D-F

A-B-C-D-F

A-B-C-D-F

A-B-C-D-F

Circle One

Circle One



5.

Assists the board of education in employee
negotiations, contract development, and

AR-2115, Cont.

6.

administers effectively the implementation
of ensuing agreements.

Understands and respects the board of
educations's authority and responsibility as
the legal elected governing body for the
school district.

AREAS OF COMMENDATION:

AREAS OF CONCERN:

Section 4

A-B-C-D-F

A-B-C-D-F

OVERSEES THE EFFECTIVE DEVELOPMENT OF THE FOLLOWING
DELEGATED FUNCTIONS:

1.

Procedures for reviewing and updating curricula,
texts, and instructional methodologies.

Recruitment, assignment, training, and
evaluation of staff.

Budget development and the management of
fiscal and business affairs.

Organization and supervision of auxiliary
services such as maintenance, transportation,
and food services.

The gamut of student services--scheduling,
grading, testing, record keeping, discipline,
extra-curricular activities--so that all
contribute to a humane and productive learning
environment.

AREAS OF COMMENDATION:

AREAS OF CONCERN:

Circle One

A-B-C-D-F

A-B-C-D-F

A-B-C-D-F

A-B-C-D-F

A-B-C-D-F



AR-2115, Cont.

COMMUNITY/PUBLIC RELATIONS Circle One
1. Is an articulate promoter and spokesperson

for the school district, its purposes and

goals. A-B-C-D-F
2. Is perceived by patrons as accessible and

approachable. A-B-C-D-F

3. Utilizes all local and area media, as well
as school publications, to promote a
positive image of the school district. A-B-C-D-F

4, Relates well with and is available to alumni,
service clubs, businesses, and other adult

groups. A-B-C-D-F
5. Is knowledgeable of and sensitive to the
community's demographic diversity. A-B-C-D-F

AREAS OF COMMENDATION:

AREAS OF CONCERN:

OVERALL RATING AND ADDITIONAL COMMENTS(Circle One): A-B-C-D-F
School Year: Evaluation #1, 2, 3, 4 Date:
Reviewed:

Board Member: Superintendent:




AR-2115 Approved: 07/13/98 O'Neill Board of Education
Replaces 2.00-1-1 School District #7

ADMINISTRATIVE POSITIONS

Employment of Administrators Other Than the
Superintendent of Schools 2205

All administrative positions shall be authorized by the board of
education upon the recommendation of the superintendent of schools. All
administrators shall be properly certified so as to conform with
standards established by the Nebraska State Board of Education and the
North Central Association of Colleges and Schools and shall have such
training and experience as deemed appropriate by the superintendent of
schools. Unless otherwise indicated, administrators are assigned,
supervised, and evaluated by the superintendent of schools. Except for
an administrator who may also be categorized as a teacher, the
superintendent of schools will share written evaluation summaries with
the board of education.  The superintendent of schools shall make
recommendations as to continued employment at the regular February board
meeting. If the superintendent of schools intends to recommend that the
board of education consider amending or terminating the contract of any
administrator, said administrator's evaluation will be withheld pending
its possible introduction at a board hearing on the matter.

All administrators will be members of the administrative council
and shall be called upon from time to time to make reports to the board
of education.

The Administrative positions are as follows:

Position Evaluated by:
Superintendent of Schools Board of Education
Secondary Principal (7-12) Superintendent of Schools
Elementary Principal (K-6) Superintendent of Schools

Activities Director (7-12) Secondary Principal



Policy Adopted: 08/08/94
New Policy

Building Principals

Principals are the educational leaders of their buildings. They
are responsible to the superintendent of schools for maintaining an
orderly and effective teaching and learning environment for faculty and
students.

The superintendent of schools may request the principals to attend
meetings of the board of education. From time to time the principals
may be requested by the board of education or the superintendent of
schools to present information at board meetings concerning some phase
of operation within their school, the results of curricular programs,
the selection of textbooks, the results of testing programs, or such
other matters as may be deemed as important

The superintendent of schools shall evaluate each principal at
least twice each year during the individual's first three years of
employment in the school district as a principal. These evaluations
shall occur in October and February. After an employment period of
three consecutive years the principal will be evaluated at least once
each year. This evaluation will be no later than February 1. More
frequent evaluations may occur if deemed necessary. After each
evaluation the superintendent of schools will hold a conference with
each principal. A written summary of the superintendent of schools'
written evaluation of each principal will be given to the individual
evaluated and will be shared with the board of education at the regular
February board meeting. The salary and benefits for each principal
shall be determined annually. The principals’ contracts shall be
considered for renewal by the board of education in February of each
year.

The principals shall hold a minimum of an earned Master's Degree
with a major in educational administration and possess, or show evidence
of being able to secure a valid Nebraska Administrative Certificate to
practice as a school principal. He or she shall have at least two years
experience as a classroom teacher and at least three years
administrative or supervisory experience at the level he or she will be
serving as an administrator. The individual shall have such other
experience as determined by either the board of education or the
superintendent of schools.

A principal may obtain tenure in the district, after three
consecutive years of satisfactory performance, as a certificated staff
member. Principal contracts shall run from August 1 to
July 31.

Refer to AR-2210 for the responsibilities of the principals.

Legal Reference: 079-1229 Administrative and Supervisory
Certificate
a79-12,107
through Tenure

079-12,121

2210



Policy Adopted: 08/08/94
Replaces 2.00-2

Responsibilities of the Principals AR-2210

1. Keeps the superintendent of schools informed of the school's
activities and problems.

2. Works with various members of the central administrative staff on
school problems of more than of an in-school nature, such as
transportation, special services, and the like.

3. Establishes and maintains an effective learning climate in the
school.

4, Programs classes within established board policies, administrative
regulations and guides, and available district resources to meet
student needs.

5. Supervises the guidance program to enhance individual student
education and development.

6. Is responsible for developing and maintaining the cumulative
records for each student. Is responsible for overseeing and
maintaining the security of these records.

7. Is responsible for sending out and collecting student transcripts
as students move into or out of his or her building.

8. Is in charge of updating courses of study, student handbooks, and
course descriptions.

9. Establishes guides for proper student conduct and for maintaining
student discipline.

10. Supervises the school's teaching process.

11. Initiates, designs, and implements programs to meet specific needs
of the school.

12. Establishes and maintains favorable relationships with local
community groups and individuals to foster understanding, and
solicits support for overall school objectives and programs, to
interpret school board policies and administrative directives, and
to discuss and resolve individual student problems. Serves as the
public relations director within his or her building.

13. Is in charge of setting up parent-teacher conferences and in
issuing reports of student progress.

14. Maintains a record of all discipline cases.

15. Orients newly assigned staff members and assists in their
development, as appropriate.

16. Coordinates and supervises such support services as maintenance,
security, food services, recreational programs, financial and



accounting functions, library activities, etc., as applicable to
the building site.

AR-2210, Con't.

17.

18.

109.

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

Builds a master schedule for the building and is responsible for
the scheduling of the students assigned to his or her building.

Sets up a testing schedule for the year and maintains individual,
class, and building records of the testing program.

After working with and after consulting with the students,
parents, and teachers, the principal shall be responsible for
recommending the promotion or retention of students within his or
her building. For additional guidelines on student progress,
promotion, and retention refer to Policy 5210.

Implements and supervises the school's special education program
as it pertains to the students within the given building.

Evaluates and counsels all staff members regarding their
individual and group performance.

Prepares or supervises the preparation of reports, records, lists,
and all other paper work required or appropriate to the school's
administration as it pertains to his or her building.

Participates in principal's meetings, local administrative team
meetings, and other meetings as are required or is appropriate.

Prepares and submits the school's budgetary request and monitors
the expenditures of funds.

Shall serve as the curriculum director and change-maker in his or
her building and coordinates programs in his or her building with
the programs of other buildings.

Attends those school sponsored activities and special events held
to recognize the achievement of the students within his or her
building.

Cooperates with college and university officials regarding teacher
training and preparation.

Conducts staff meetings to keep members informed of policy
changes, new programs, etc.

Shall be responsible for the evaluation of those classified and
certified staff members assigned to his or her building.

Keeps abreast of changes and developments in the profession by
attending professional meetings, reading professional journals and
other publications, and discussing problems of mutual interest
with others in the field.



31. Prepares, maintains, and updates the inventory of equipment,
textbooks, and supplies. A copy of this inventory will be made
and submitted to the office of the superintendent of schools in
June of each year.

AR-2210, Con't.

32. Shall not allow members of the student body or faculty members to
solicit money without prior approval of the principal and without
following the approved policies of the board of education.

33. Shall prepare an annual written report for the superintendent of
schools covering the activities of the school year and shall make
recommendations for the future. These recommendations should
include building alterations, additions, new equipment, and
improvements of the grounds.



AR-2210 Approved: 07/13/98
Replaces 2.00-2

Activities Director

The activities director shall be responsible to the secondary
principal and shall be evaluated by that individual. The activities
director shall hold an earned Bachelor of Science or Bachelor of Arts
Degree from an accredited college or university and shall possess valid
certification from the Nebraska Department of Education or show evidence
of being able to secure such certification.

O'Neill Board of Education
School District No. 7

2220

The board of education expects that the person selected as

activities director shall have a sincere interest in relating with
students in a non-classroom setting and will have participative
experience in multiple activities both while he or she attended high
school as well as while attending college. The person must maintain a
balanced perspective toward the role of student activities in an
academic setting. The individual must have an appreciation for the
value of student activities in a student's school and family life and
must be an advocate for students who take on the dual role of activity
participant and student.

The activities director shall work to enhance the co-curricular
and extra-curricular opportunities of all students by coordinating,
supervising, and administering the activities program.

Refer to AR-2220 for the responsibilities of the activities
director.



Policy Adopted: 08/08/94
Replaces 2.00-4

Responsibilities of the Activities Director

The activities director shall:

1.

10.

11.

12.

13.

Develop, maintain, and update activities policies. He or she
shall be responsible for seeing that all activity participants
receive copies and are made aware of the school district activity
policies after these policies have been approved by the school
administrators and the board of education.

After consultation with the administration, be responsible for
selecting, assigning, and evaluating coaches and activity
Sponsors.

Continually assess activity program needs.

Oversee the proper maintenance of playing fields, gymnasium, and
other athletic equipment.

Coordinate all co-curricular and extra-curricular activities.
Prepare and manage the total activity budget.
Maintain an inventory of all athletic equipment and supplies.

Schedule all activities and keep the administration informed of
the schedule and any change in the schedule. This shall include
the signing and executing of all written contracts for athletic
events and officials as well as all non-athletic events.

Order and purchase all athletic equipment as needed with counsel
from the coaches and the approval of the building principal.

Develop, maintain, and update the total activity calendar for the
complete school year. This shall include keeping all classified
and certified employees apprised of both near-term and future
events.

Publish co-curricular and extra-curricular activity schedules with
the media.

Promote staff relations through regular meetings with all coaches
and sponsors of activities.

Promote extra-curricular activities through public relations by
informing the media of all home scores, providing the media with
information relating to school activities, maintain a positive

AR-2220



14.

15.

working relationship with the Booster Club, maintain records and
awards for activities, and other public relations tasks that may
arise.

Represent the school at all conference, state, or district
meetings at the discretion of the principal.

Arrange for transportation as needed for activities.

AR-2220, ConOt.

16.

17.

18.

109.

20.

Schedule and maintain a calendar of all community and ‘outside’
organization use of school facilities.

Assign supervisory personnel, ticket sales, security personnel,
and other workers needed for all home activities.

Be responsible for all monies received as admission or entry fees
for home activities and see that these are identified and
deposited in the proper school account.

Participates in principalOs meetings, local administrative te am
meetings, and other meetings as are required or is appropriate.

Performs such other tasks and duties as may be assigned.



AR-2220 Adopted: 07/13/98 O'Neill Board of Education
Replaces 2.00-4 School District No. 7

Employment of School Health Nurse 2225

The position of school health nurse shall be authorized by the
board of education upon the recommendation of the superintendent of
schools. The school health nurse shall hold a valid Registered Nurse
License, a special services certificate, and shall have such training
and experience as deemed appropriate by the superintendent of schools.
The school health nurse shall serve as a health advocate for all school
children regardless of their socio-economic, educational, or health
status.

The school nurse shall be supervised and evaluated by the
superintendent of schools or his or her designee. The terms of the
contract and the number of days that the school health nurse shall be on
duty annually shall be determined by the superintendent of schools and
approved by the board of education.

Refer to AR-2225, Responsibilities of the School Health Nurse.
Legal References: 079-4, 133 Pupils, Physical Examinations

through
a79-4, 138



Policy Adopted: 08/08/94
New Policy

Responsibilities of the School Health Nurse AR-2225

The responsibilities of the school health nurse shall include but
not limited to, the following:

1. Conducts state mandated school health programs including physical
examinations, hearing, scoliosis and visual examinations, and
immunization status evaluations.

2. Performs individual student health assessments which may include
height and weight measurements; behavioral, social, and physical
coordination observations; and nutritional evaluations.

3. Serves as a liaison to parents, school personnel, physicians,
clinics, and other agencies on school medical matters, including
referrals following health examinations.

4. Maintains up-to-date cumulative health records on all students.
5. Observes students on a regular basis to detect health needs.

6. Assumes authority, in the absence of a physician, for the care of
a student or staff member who has suffered injury or emergency
illness. This will include notification of parents, guardian, or
spouse; notification of appropriate school personnel; arranges
appropriate and safe transportation; conducts follow-ups to
include completing and filing accident reports.

7. Visits student's home when necessary.

8. Participates with school staff in developing and implementing
total school health program.

9. Advises on modification of the educational program to meet health
needs of individual students.

10. Prepares and submits reports to school administrators and State
Department of Health.

11. Authorizes exclusion and readmission of students in connection
with infectious or contagious diseases according to the policies
set forth by Holt County School District No. 4 and the State
Department of Health.

12. Advises teachers and administration on health matters,
particularly regarding screening of student health defects.



13. Assists school personnel in establishing and maintaining sanitary
conditions in school.

14. Attends school committee meetings and conferences regarding
health service and health curriculum.

15. Participates in inservice training programs, as requested.

16. Serves as an instructional resource in regular classrooms on
health careers and health-related topics.

AR-2225, ConOt.

17. Completes a daily log of individuals, time of visit, reason for
visit, and treatment given by the school health nurse. Completes
the same information on the individual's nurse's card before
sending student back to his or her assigned area.

18. Participates in the delivery of special stretching exercises for
children with special needs. The parent, occupational or physical
therapist will instruct the nurse in the proper procedures.

19 Obtains medical and developmental history at the time of the
initial enrollment of all students.

20. Participates in kindergarten round-up day.

21. Counsels teachers, parents, and peer groups regarding the
acceptance of the disabled child.

22. Participates in parent conferences if necessary.

23. Is responsible for representing various health related programs to
students, such as dental health awareness, pre-adolescent films,
HIV, drugs, etc.

24. Distributes medication to children during the school day as
needed.

25. Orders supplies that are needed for use in the nurse's office.
26. Examines for head lice on a regular basis.

27. Transports children home, when sick or found to have head lice, if
the parents or a guardian does not have a telephone.

28. Completes medical information section when a student is referred
to the Student Assistance Team.

29. Assists the administrator or teacher when working on a suspected
sexual or physical abuse concern.

30. Knows the protocol of notifying specific parents or guardians in
case of an emergency.



31. Prepares a confidential medical list of children at the beginning
of each year. Updates will be added as needed during the year.
This list is to be passed out to staff.

32. Advises teachers and administrators on specific illnesses that are
common to the students of the school. Knows the specifics for
each child and his or her treatment.

33. Shall be familiar with and comply with the school district
policies, state school law, regulations, and recommendations as
they relate to the school health nurse.

34. Holds inservice workshops for all school personnel on the
recommended procedures for administering first aid to individuals.
AR-2225, ConOt.

Instruction shall be given on how to handle body fluids and on
treating open wounds. Personnel shall be instructed on
precautions to take to protect oneself when administering first
aid to victims who may be infected with HIV. The nurse shall
advise and assist in the development of all first aid kits.

35. Assists with some of the main office duties when time is
available.

Legal Reference: a79-4,133
through
a79-4,138 Pupils, Physical Examination



AR-2225 Adopted: 07/13/98 O'Neill Board of Education
New Administrative Regulation School District No. 7

PROFESSIONAL GROWTH

Attending Professional Growth Meetings 2305

The board of education expects its administrative staff to be
informed on contemporary educational issues, and therefore encourages
active participation in the respective professional administrative
organizations, including state, regional, and national associations for
the superintendent and principals. Accordingly, the board of education
authorizes and will fund, within budgetary limits, attendance to state,
regional, and national conferences sponsored by professional
administrative organizations, curriculum groups, institutions of higher
education, legislative bodies, and other agencies having a relationship
which is in agreement with the school district's educational objectives.

The superintendent of schools may attend a national convention
annually and will administer an itinerary of conference attendance by
other district administrators, including national conferences which will
be accorded on an every-other-year basis. (Exceptions may be allowed if
an administrator is appointed or elected to an office requiring national
conference attendance, or invited to give a major presentation at a
national convention.)

Periodic reports will be given to the board of education regarding
administrator attendance at conferences, including prior announcement of
intended national conferences. Ordinarily, the board of education will
automatically authorize conference attendance with adoption of the
annual budget, but it may, in its discretion, limit or deny
administrator conference attendance as the school year progresses.



Policy Adopted: 08/08/94
New Policy

EMERGENCIES

Emergency Responses

In any crises or emergency circumstances, the immediate concern is
securing the safety and welfare of students and staff. A second
priority, if appropriate, will be the securing and salvaging of
property. The superintendent of schools will be in charge of
administering and monitoring any emergency event, unless the situation
is confined to a particular building; then the principal will be in
charge with the superintendent of schools advising on necessary
decisions.

In the event the superintendent of schools is absent from the
community at the time of an emergency, the responsibility for
administering and monitoring the event shall be delegated as follows:

1. The high school principal.
2. The elementary principal.
3. The president of the O'Neill Board of Education.

Once the nature of the emergency is determined and the immediate
concerns for students and staff are addressed, the superintendent of
schools will:

1. Alert board members.

2. Decide whether or not to convene or postpone school, with
attendant adjustments in transportation and activity schedules.

3. Determine the need to involve other agencies and/or officials
(e.g., police, fire and emergency personnel, counseling services,
or insurance representatives). All administrators will maintain
an accessible, emergency phone list.

4, Notify students, staff, and patrons via appropriate media.

5. Report on the incident at the next regular or emergency board
meeting and evaluate the effectiveness of the response strategy.

Inclement Weather: In the event of bad weather, the
superintendent of schools or his or her designee will make the decision
to cancel or delay the start of school. If the schools are officially
closed to protect the students, no employee will be required to be in
attendance for any in-service activity. The only employees who may
continue on duty will be those custodial and maintenance employees, so

2405



designated by the superintendent of schools, that are needed to prepare
the schools to resume

operation. When school is canceled due to inclement weather all
scheduled activities, meetings, practices, or other functions within the
school shall be cancelled for the calendar day(s) of closure.

The closure of school for inclement weather does not supersede the
parents' responsibility for the safety and welfare of their
children. Any parents who feel that their children would be safer in
the home than in attendance at school are encouraged to come to the
school and withdraw their child from school. If inclement weather
exists before school opens any parents who feel that their children
would be safer at home than in school are encouraged to keep their
children at home.

Policy 2405, Con't.

Weather information will be sought from current weather station
reports or in consultation with other area superintendents. The
decision to cancel school will be made as early as possible. Building
principals will utilize 'phone trees' to alert staff, and the
superintendent of schools shall inform the local media. The board of
education may determine at a later date if the time missed for inclement
weather or other emergency school closings shall be made up.

Refer to AR-2405, School Closing Information for a listing of
radio and television stations which will relay school closing
information to the patrons of the school district.

Fire, Tornado, and Gas Leaks: Principals shall design and keep
current drill and evacuation plans, to include emergency shelter, and
publish them in staff and student handbooks. Teachers will post said
plans in their classrooms and educate students on their implementation.

Student or Staff Deaths: When notice is received of a student or
staff death, the involved administrators will inform and consult with
the superintendent of schools.  Ordinarily school will be convened;
however, appropriate modifications in daily school activities which are
sensitive to the incident will be made. Further, if deemed necessary,
counseling services will be provided to students and staff from school
and areas resources, and substitute teachers will be employed if deemed
appropriate. School officials will attempt to balance funeral
accommodations with the need to convene school with minimal disruption.

Civiian Emergencies: @ The school buildings are designated as
emergency shelters by the Holt County Red Cross. School officials, to
the extent possible, will cooperate with other civil authorities in
making school facilities available during any civilian emergencies.

Legal References: 079-441 Board, Property, Care and Custody
a79-4,123 Fire Prevention, Instruction in
Public Schools
a81-527 State Fire Marshal, Fire Drills



Policy Adopted: 08/08/94
Replaces 2.07

School Closing Information (I I I ! ! I AR-2405

! Due to inclement weather or for some other circumstance, the
superintendent of schools may determine that the safety of the students
would be endangered by attending school or that school should be closed
for an activity which would affect a high percentage of the students in

the school district. When this occurs, area radio and television
stations will be contacted and asked to relay this information to the
patrons of Holt County School District No. 7.



AR-2405 Adopted: 07/13/98 O'Neill Board of Education

Replaces 2.07 School District No. 7
Use of Automated External Defibrillator (AED) AR-2405.1
PURPOSE

Provide guidelines for the use of an AED with the ability to offer life
saving measures to an individual in sudden cardiac arrest.

STATEMENTS

1)
2)

3)

4)

5)

6)

7

9)

10)

11)

The AED is not to be used on children under 8 years of age

The AED will be used to treat a victim who experiences sudden
cardiac arrest.

The AED is only to be applied to victims who are unconscious,
not breathing normally, and showing no signs of circulation,s u ¢ h
as normal breathing, coughing and movement. The AED will
analyze the heart rhythm and advise the operator if a shockable
rhythm is detected. If a shockable rhythm is detected, the AED
will charge to the appropriate energy level and advise the
operator to deliver a shock.

High School Administration and/or School Nurse will mange the
AED program.

The Medical Director of the AED Program will provide medical
direction for its review and maintenance.

Authorized members of the Response Team are those who have
successfully completed CPR/AED training, which is documenteda n d
on file in the high school nurseOs office and administrative
office.

Refresher CPR/AED training will be provided every two  years. B
Equipment will be maintained within the high school nurseOs
office.

All equipment and necessary accessories shall be maintained in a
state of readiness and checked on a monthly basis, while
school is in session.

AED policies and procedures will be periodically reviewed and
updated to reflect any CPR/AED changes set forth within the
guidelines of the American Heart Association.

If an AED is not immediately available, perform CPR untilanA E D
arrives on the scene. Use of the AED is authorized for
emergency response personnel trained in CPR and use of the  AED.



12) Anyone can, at their discretion provide assistance to victims

of medical emergencies. The extent to which these individuals
respond shall be appropriate to their training and experience.
These responders are encouraged to contribute to

emergency response only to the extent that they are comfortable. The
emergency medical response of these  individuals may include
CPR, AED, or first aid.

EQUIPMENT
Medtronic ! Lifepak CR-Plus AED (fully automatic model), Gloves, CPR
mask, Razor (if necessary).

EMERGENCY RESPONSE TEAM MEMBER STEPS

(Do not use on children under 8 years of age)

1) Assess scene for safety, apply gloves and access CPR mask if
necessary.

2) Determine unresponsiveness.

3) Activate 911 emergency response system.

AR-2405.1, Con't.

4) Open Airway (A).

5) Check for breathing (B). If not breathing, or if breathing i S
ineffective, give 2 slow deep breaths.
6) Check for signs of circulation, such as a pulse and coughing,
or movement (c).

7) If no signs of circulation, apply AED immediately.

8) If victim is a child, assess/ask age. If UNDER 8 DO NOT USE AED.

9) Press the LID RELEASE/ON-OFF button to open the lid; this turns on
the AED. Follow voice prompts. Do not touch the victim unless
instructed to do so.

10) Follow voice prompts to apply electrode pads. Shave chest hair
(if it is excessive it prevents good skin to pad contact). If
the victimOs chest is dirty or wet, wipe chest.

11) Stand clear of victim while machine evaluates victimOs heart

rhythm.
SHOCKADVISED
1) Clear area, make sure no one is touching the victim. The
device will indicate it is preparing to shock and begin
charging, then it will prompt: O Everyone clear B do not touch
patient B delivering shock O (plus a tone).
2) Next the device will prompt O Shock delivered  O. Continue to

follow voice prompts.

3) Device will evaluate the victimOs heart rhythm and shockup to 3
times.

4)  After 3 shocks, device will prompt to check pulse (or for
breathing and signs of circulation) and if absent, start CPR.

5) If pulse or signs of circulation such as normal breathing and
movement are absent, perform CPR for 1 minute.

6) Device will count down 1 minute of CPR and will automatically
re-evaluate victimOs heart rhythm when CPR time is over.

7) Leave AED attached to victim untii EMS arrives and disconnects
AED.

8) Report to EMS what actions you have taken, such as how longt h e
victim was unconscious, number of shocks delivered, and if CPR was
performed.



NO SHOCKADVISED

1) Device will prompt to check pulse (or for breathing or signso f
circulation) and if absent, start CPR.

2) If pulse or signs of circulation such as normal breathing and
movement are absent, perform CPR for one minute.

3) If pulse or signs of circulation are present, check for
normal breathing.

4) If victim is not breathing normally, give rescue breaths at a
rate of 12 per minute. AED will automatically evaluate victimO's
heart rhythm after one minute.

5) Continue cycles of heart rhythm evaluations, shocks (if
advised) and CPR until professional help arrives. Victim must
be transported to a hospital.

6) Leave AED attached to victim untii EMS arrives and disconnects
AED.

7) Report to EMS what actions have been taken, such as how long the
victim was unconscious, and if CPR performed.

AR-2405.1, Con'.

POST EVENT DOCUMENTATION

1) Document use of device by completing an incident report form.

2) File original within school office.

3) The device service representative will be contacted to access
and retrieve AED data as needed.

AFTER USE

1) Clean AED as per operating instructions.

2) Initiate steps to replace electrode packet and battery charger and
any other resuscitation items used by contacting the device sales

representative.
Steven Brosz 6/1/2005
Signature of High School Principal Date
Amy Shane 11/5/2007
Signature of Superintendent Date
Richard Fitch 5/25/2005

Signature of Authorizing Physician Date
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