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WACO Community Schools 
 

The mission of the WACO Community School District is to develop responsible, productive citizens who 

view learning as a life-long process.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Board Goals 
-  

Communicate in ways that build trust and belief in the district and what it must do 

for students. 

 

- Maintain focus on student learning and student learning goals. 

-  

- Provide the resources and tools for teachers and staff to enhance student 

achievement through professional development. 

-  

Secondary 
 

Vision: Create a culture that fosters academic and 

personal achievement, positive relationships, pride and 

integrity for all students and staff. 

 

Goals: 
Improve the number of students that are proficient in 

reading. 

 

Decrease the number of students receiving F’s 

 

Develop curriculum and instruction that is rigorous and 

relevant to our students 

 

Increase the number of positive relationships in the 

building (student-student, student-teacher, teacher-

teacher) 

Elementary 
 

Vision: Create a positive learning community that 

focuses on the academic, behavioral, emotional, and 

social needs of all students 
 

Goals: 
Increase student achievement in language arts and math 

using the Instructional Decision Making Model (IDM). 
 

Each WACO student will learn and follow the school 

rules and guidelines. 
 

Each WACO student will develop and maintain positive 

relationships with peers and adults. 
 

Each WACO student will learn and independently apply 

social skills in everyday situations. 

CSIP Goals 
 

1. To increase student achievement in all curriculum areas with a focus on literacy.  

  

2. To explore and develop new programs or methods to expand existing programs to meet the needs of all students. 

 

3. To explore strategies to increase course offerings. 

 

4. To continue improving technology as an educational instrument through staff professional development and student access. 



DISTRICT ORGANIZATION 

WACO Community Schools are composed of the elementary schools (PK-6) and the secondary 

school (7-12). The secondary building is located in Wayland. The elementary center is located in 

Crawfordsville. 

 

Several staff members are shared between the elementary and secondary:  technology 

coordinator; media director; strings teacher; the instrumental music teacher; the guidance 

counselor; curriculum coordinator. 

 

WACO Secondary School    WACO Elementary School 
706 N Pearl Street     200 S Main Street 

 Wayland, IA 52654        Crawfordsville, IA 52621 

Ph: 319-256-6200     Ph: 319-658-2931 

Fax: 319-256-6211     Fax: 319-658-3104  

 

TOBACCO FREE GROUNDS 

The Board of Education understands the impact our district can have toward supporting our 

students, employees and community members to choose healthy behaviors.  Therefore, the Board 

of Education directs there be no use of tobacco products on any district property, which includes 

vehicles, buildings and grounds.  Community members are asked to cooperate with this policy 

and refrain from using tobacco on district property.  Persons who do not comply will be asked to 

leave the district premises.  District personnel failing to abide by this policy may be subject to 

disciplinary action. (WACO Board Policy 905.2) 
 

BOARD OF EDUCATION 

The members of the WACO Board of Education are elected by the votes of the people of the 

district. They are responsible to the people for maintaining an efficient school. The board has full 

power in all school matters, and in practice, the board serves as the legislative body. They adopt 

policies, employ a superintendent as an executive in carrying out those policies, and employ staff 

on the recommendation of the superintendent. 

 

EQUAL EDUCATIONAL OPPORTUNITY 

The board will not discriminate in its educational activities on the basis of:  race, color, age 

(except students), religion, national origin, sex, sexual orientation, gender identity, socioeconomic 

status or disability  

The board requires all persons, agencies, vendors, contractors and other persons and 

organizations doing business with or performing services for the school district to subscribe to all 

applicable federal and state laws, executive orders, rules and regulations pertaining to contract 

compliance and equal opportunity. 

The board is committed to the policy that no otherwise qualified person will be excluded from 

educational activities on the basis of race, color, age (except students), religion, national origin, 

sex, sexual orientation, gender identity, socioeconomic status or disability.  Further, the board 

affirms the right of all students and staff to be treated with respect and to be protected from 

intimidation, discrimination, physical harm and harassment. 

Harassment or discriminatory behavior that denies civil rights or access to equal educational 

opportunities includes comments, name-calling, physical conduct or other expressive behavior 

directed at an individual or group that intentionally demeans the race, color, religion, national 

origin, sex or disability of the individual or individuals or creates an intimidating, hostile or 

demeaning environment for education.  (WACO Board Policy 102) complaints of discrimination, 

shall be directed to the Affirmative Action Coordinator by writing to the Affirmative Action 

Coordinator, WACO Community School District, 706 N. Pearl,Wayland, Iowa  52654; or by 

telephoning 319-256-6201. 



 

 

ANTI-BULLYING/HARASSMENT POLICY 

Harassment and bullying of students and employees are against federal, state and local policy, 

and are not tolerated by the board.  The board is committed to providing all students with a safe 

and civil school environment in which all members of the school community are treated with 

dignity and respect.  To that end, the board has in place policies, procedures, and practices that 

are designed to reduce and eliminate bullying and harassment as well as processes and 

procedures to deal with incidents of bullying and harassment. Bullying and harassment of 

students by students, school employees, and volunteers who have direct contact with students 

will not be tolerated in the school or school district.   

 

The board prohibits harassment, bullying, hazing, or any other victimization, of students, based 

on any of the following actual or perceived traits or characteristics, including but not limited to, 

age, color, creed, national origin, race, religion, marital status, sex, sexual orientation, gender 

identity, physical attributes, physical or mental ability or disability, ancestry, political party 

preference, political belief, socioeconomic status, or familial status.  Harassment against 

employees based upon race, color, creed, sex, sexual orientation, gender identity, national 

origin, religion, age or disability is also prohibited. 

  

This policy is in effect while students or employees are on property within the jurisdiction of the 

board; while on school-owned or school-operated vehicles; while attending or engaged in 

school-sponsored activities; and while away from school grounds if the misconduct directly 

affects the good order, efficient management and welfare of the school or school district. 

 

If, after an investigation, a student is found to be in violation of this policy, the student shall be 

disciplined by appropriate measures up to, and including, suspension and expulsion.  If after an 

investigation a school employee is found to be in violation of this policy, the employee shall be 

disciplined by appropriate measures up to, and including, termination.  If after an investigation a 

school volunteer is found to be in violation of this policy, the volunteer shall be subject to 

appropriate measures up to, and including, exclusion from school grounds.  ―Volunteer‖ means 

an individual who has regular, significant contact with students. 

  

Harassment and bullying mean any electronic, written, verbal, or physical act or conduct toward 

an individual which is based on any actual or perceived trait or characteristic of the student and 

which creates an objectively hostile school environment that meets one or more of the following 

conditions:  

 Places the student in reasonable fear of harm to the individual’s person or property; 

 Has a substantially detrimental effect on the individual’s physical or mental health; 

 Has the effect of substantially interfering with the individual’s academic performance; 

or 

 Has the effect of substantially interfering with the individual’s ability to participate in 

or benefit from the services, activities, or privileges provided by a school. 

 

―Electronic‖ means any communication involving the transmission of information by wire, radio, optical 

cable, electromagnetic, or other similar means.  ―Electronic‖ includes but is not limited to communication 

via electronic mail, internet-based communications, pager service, cell phones, electronic text messaging 

or similar technologies. 

 

Harassment and bullying may include, but are not limited to, the following behaviors and 

circumstances:  



 Verbal, nonverbal, physical or written harassment, bullying, hazing, or other 

victimization that have the purpose or effect of causing injury, discomfort, fear, or 

suffering to the victim; 

  Repeated remarks of a demeaning nature that have the purpose or effect of causing 

injury, discomfort, fear, or suffering to the victim; 

  Implied or explicit threats concerning one's grades, achievements, property, etc. that 

have the purpose or effect of causing injury, discomfort, fear, or suffering to the victim; 

 Demeaning jokes, stories, or activities directed at the student that have the purpose or 

effect of causing injury, discomfort, fear, or suffering to the victim; and/or 

 Unreasonable interference with a student's performance or creation of an intimidating, 

offensive, or hostile learning environment. 

 

Sexual harassment means unwelcome sexual advances, requests for sexual favors, or other verbal 

or physical conduct of a sexual nature when: 

 

 Submission to the conduct is made either implicitly or explicitly a term or condition of 

the student’s education or benefits;  

 Submission to or rejection of the conduct by a school employee is used as the basis for 

academic decisions affecting that student; or  

 The conduct has the purpose or effect of substantially interfering with the student’s 

academic performance by creating an intimidating, hostile, or offensive education 

environment.  

 

In situations between students and school officials, faculty, staff, or volunteers who have direct 

contact with students, bullying and harassment may also include the following behaviors:  

 

 Requiring that a student submit to bullying or harassment by another student, either 

explicitly or implicitly, as a term or condition of the targeted student’s education or 

participation in school programs or activities; and/or 

 Requiring submission to or rejection of such conduct as a basis for decisions affecting 

the student. 

Any person who promptly, reasonably, and in good faith reports an incident of bullying or 

harassment under this policy to a school official, shall be immune from civil or criminal liability 

relating to such report and to the person’s participation in any administrative, judicial, or other 

proceeding relating to the report.  Individuals who knowingly file a false complaint may be 

subject to appropriate disciplinary action. 

 

Retaliation against any person, because the person has filed a bullying or harassment complaint 

or assisted or participated in a harassment investigation or proceeding, is also prohibited.  

 

Individuals who knowingly file false harassment complaints and any person who gives false 

statements in an investigation shall be subject to discipline by appropriate measures, as shall 

any person who is found to have retaliated against another in violation of this policy.  Any 

student found to have retaliated in violation of this policy shall be subject to measures up to, and 

including, suspension and expulsion.  Any school employee found to have retaliated in violation 

of this policy shall be subject to measures up to, and including, termination of employment.  

Any school volunteer found to have retaliated in violation of this policy shall be subject to 

measures up to, and including, exclusion from school grounds.   

  

The school or school district will promptly and reasonably investigate allegations of bullying or 

harassment. The Superintendent of Schools or designee will be responsible for handling all 



complaints by students alleging bullying or harassment. The Superintendent of Schools or 

designee will be responsible for handling all complaints by employees alleging bullying or 

harassment. 

 

It also is the responsibility of the superintendent, in conjunction with the investigator and 

principals, to develop procedures regarding this policy.  The superintendent also is responsible 

for organizing training programs for students, school officials, faculty, staff, and volunteers who 

have direct contact with students. The training will include how to recognize harassment and 

what to do in case a student is harassed. It will also include proven effective harassment 

prevention strategies. The superintendent will also develop a process for evaluating the 

effectiveness of the policy in reducing bullying and harassment in the board. The superintendent 

shall report to the board on the progress of reducing bullying and harassment in the board. 

 

The board will annually publish this policy.  The policy may be publicized by the following 

means: 

 

 Inclusion in the student handbook, 

 Inclusion in the employee handbook 

 Inclusion in the registration materials 

 Inclusion on the school or school district’s web site, 

 (other)__________________________, 

And a copy shall be made to any person at the central administrative office at 706 N Pearl 

Street, Wayland, IA 52654.(WACO Board Policy 104) 

 

TECHNOLOGY AND ON-LINE RESOURCES - APPROPRIATE USE 

 I.  Responsibility for Appropriate Use of Technology Resources 

 

A. The School Board is legally responsible for all matters relating to the operation of the 

WACO Community School District. 

B. The authority for appropriate use of technology and on-line resources is delegated to 

school administrators and staff employed by the school district.  

C. Training in the proper use of technology and on-line resources may be provided to 

employees as appropriate. 

D. All employees will practice appropriate use of the technology and on-line resources. 

Violations of appropriate use will result in disciplinary action. 

 

II. Technology and On-Line Access 

 

A. For the purpose of this policy, technology and on-line resources are defined to 

include the following: 

 Electronic hardware and software including, but not limited to, computers, 

keyboards, monitors, disk drives, CD-ROMS, printers, scanners, projectors, 

digital cameras, related peripherals and all computer programs and data stored on 

disk drives and CD-ROMS. 

 Local and Wide Area Networks including network cards, cables, routers, 

switches, file servers, and the network administration and management software. 

 Internet is a collection of interconnected computer networks involving millions 

of computers and tens of millions of users around the world. It is a collaboration 

of private, public, educational, commercial, governmental and industrial 



sponsored networks whose operators cooperate to maintain the network 

infrastructure. 

B. Access to technology and on-line resources will be made available to employees as 

appropriate for their assignment. 

C. Employees will be able to access technology and on-line resources through the school 

account.  An Internet account will give access to the World Wide Web. 

1. Making technology and on-line resource access available carries with it the 

potential that some might encounter information that may not be appropriate.  

However, on a global network, it is impossible to control all materials.  Because 

on-line information appears, disappears, and changes, it is not possible to predict 

or control what users may locate.   

2. It is a goal to allow employees access to the rich learning opportunities using 

technology and on-line resources. 

3. If an employee has a legitimate need to access a site blocked by the Internet 

filtering system, the employee should contact the technology coordinator or 

principal for procedures to by-pass the filtering system. 

4. The smooth operation of the network relies upon the proper conduct of the end 

users who must adhere to strict guidelines requiring efficient, ethical, and legal 

utilization of network resources. 

5. Transmission of material, information or software in violation of any district, 

local, state or federal law is prohibited.   

 

III. Employee Use of Technology and On-Line Resources 

 

A. Equal Opportunity 

1. Technology and on-line resources shall be available to employees as appropriate 

for their assignment.  The amount of time available to employees may be limited 

by the number of available computers and the demand for use. 

2. Technology and on-line resource applications which are available to individuals 

having a technology and on-line resource account are shared by everyone using 

the network. It is important to follow proper procedures to insure the smooth 

operation of the network for everyone using it. 

B. Technology and On-line Etiquette 

1. The use of technology and on-line resources is a privilege. As users of technology 

and on-line resources employees may be allowed access to other networks. Each 

network may have its own set of policies and procedures. It is the user's 

responsibility to abide by the policies and procedures of these other networks. 

2. Employees should adhere to technology and on-line protocol: 

a. Respect all copyright and license agreements. 

b. Only remain on-line long enough to get needed information. 

c. Apply the same privacy, ethical, and educational considerations utilized 

in other forms of communication. 

d. Be polite to others. 

e. Use appropriate language.   

 

3. Employee access for electronic mail will be through a district account.  

Remember that e-mail is not private; never send private or confidential material.  

Employees must adhere to the following electronic mail guidelines: 

a. Read and download or delete e-mail on a regular basis. 



b. Use of vulgar and/or abusive language is prohibited. 

 

C. Unacceptable Use of Technology and On-Line Resources 

 

The transmission of any material in violation of district policies and regulations or 

federal or state law or regulation is prohibited.  This includes, but is not limited 

to, unauthorized use of copyrighted material, threatening, violent or obscene 

material, or material protected by trade secret.   

 

The list of prohibited activities includes, but is not limited to: 

 

 Using the technology resources for commercial purposes, product 

advertisement, unauthorized chat room or illegal chain letter communication. 

 

 Intentionally attempting to download, or upload any unauthorized software, 

text files, pictures, graphic files, sound files, or video files.  If such 

inappropriate information is accessed unintentionally, the employee must 

immediately report such unintentional access to the building principal or 

superintendent in order to avoid being found in violation of this regulation. 

 

 Engaging in any form of communication that advocates violence, racism, 

anarchy, treason, discrimination or contains pornographic obscene, or 

sexually explicit material. 

 

 Network activities that use excessive resources in ways that prevent others 

from accessing the network. 

 

 Writing to system accounts other than the one assigned by the network 

administrator. 

 

 Downloading or accessing information that encourages the use of tobacco, 

alcohol, or controlled substances, use of bombs or bomb making, or otherwise 

promotes any activity prohibited by district policy, state, or federal law. 

 

 Forging or attempting to forge electronic messages including attempts to read, 

delete, copy, or modify the electronic messages of other system users.  Local, 

state, or federal laws may apply. 

 

 

Acts of vandalism are prohibited.  Vandalism includes, but is not limited to, any 

attempt to harm or destroy data of another user, to intercept, copy, distribute, decrypt, 

or use the login names and/or passwords of others, to attempt to secure a higher level 

of network privilege, to damage hardware or software, to alter the normal 

performance of hardware or software, or to interrupt the smooth operation of the 

network.  This includes the downloading or installation of computer viruses, 

applications intended to disrupt the operation of the network system, unauthorized 

use of another's computer, account passwords, and/or files.  Acts of vandalism may 

result in discipline up to and including suspension, termination, or the filing of 

criminal charges. 



 

The district will cooperate with any investigation concerning or relating to the misuse 

of the district's technology resources. 

 

D. Unauthorized Costs 

If an employee gains access to any service via technology and on-line resources which 

has a cost involved, the WACO Community School District will not be responsible for 

those costs. The employee will be responsible for those costs. 

 

IV. Employee Violations; Consequences and Notifications: 

 

Employees who attempt to access and/or download inappropriate/objectionable items, send 

messages with vulgar/abusive language while using technology and on-line resources, violate 

any federal or state law or regulation, violate any of the policies or regulations of the school 

shall be subject to disciplinary consequences up to and including suspension without pay or 

dismissal.  If a criminal investigation is initiated, the district will cooperate fully with law 

enforcement officials.  
 

TECHNOLOGY AND WORKPLACE PRIVACY REGULATION 

The WACO Community School District attempts to maintain equipment and supplies, which 

permit employees to accomplish their work in an efficient and effective manner.  It is important 

for employees to understand that equipment and supplies are district property and are to be used 

primarily for conducting school business.   

 

For most employees, a desk or workspace may be made available.  The desk and the workspace 

are district property.  The desk and workspace may be inspected by district officials at any time, 

with or without notice.   

 

The district assumes no responsibility or liability for items of personal property placed in the desk 

or workspace that is assigned to employees. 

 

The district also provides telephones and computers for employees to use to conduct school 

business.  These items are district property.   

 

District administrators or employees authorized by the superintendent will monitor usage of the 

district technology resources on a periodic basis.  Inappropriate usage will be reported to the 

building principal or superintendent who will conduct an appropriate investigation.   

 

If inappropriate information is accessed unintentionally, the employee must immediately report 

such unintentional access to the technology coordinator or principal in order to avoid being found 

in violation of this regulation. 

 

Further, district administrators or employees authorized by the superintendent may access any 

computer and copy files, examine and copy e-mail messages, monitor Internet usage, monitor and 

log telephone communications, and inspect the contents of e-mail and computer files for 

defamatory, inaccurate, abusive, obscene, profane, sexually oriented, threatening, offensive, or 

illegal material.   

 

If an administrator determines an investigation is appropriate, the employee will be notified 

before any examination or inspection made under this policy will come at the direction of a 



district administrator and at least two individuals will be present at the time of examination or 

inspection.  If the examination involves computer equipment, the computer and associated files 

will be locked until the investigation is completed. 

 

Employment with the district constitutes consent to the monitoring and inspection provisions 

above.  Further, employees are to observe state and federal laws and regulations regarding 

computer and telecommunications usage. (WACO Board Policy 404.2R1) 

 

WELLNESS POLICY 

The Board promotes healthy students by supporting wellness, good nutrition and regular physical 

activity as a part of the total learning environment.  The school district supports a healthy 

environment where students learn and participate in positive dietary and lifestyle practices.  By 

facilitating learning through the support and promotion of good nutrition and physical activity, 

schools contribute to the basic health status of students.  Improved health optimizes student 

performance potential. 

 

The school district provides a comprehensive learning environment for developing and practicing 

lifelong wellness behaviors.  The entire school environment, not just the classroom, shall be 

aligned with healthy school district goals to positively influence a student’s understanding, beliefs 

and habits as they relate to good nutrition and regular physical activity. 

 

The school district supports and promotes proper dietary habits contributing to students’ health 

status and academic performance.  All foods available on school grounds and at school-sponsored 

activities during the instructional day should meet or exceed the school district’s nutrition 

standards.  Foods should be served with consideration toward nutritional integrity, variety, 

appeal, taste, safety and packaging to ensure high-quality meals. 

 

The school district will make every effort to eliminate any social stigma attached to, and prevent 

the overt identification of, students who are eligible for free and reduced-price meals.  Toward 

this end, the school district may utilize electronic identification and payment systems; provide 

meals at no charge to all children, regardless of income; promote the availability of meals to all 

students.  

 

The school district will develop a local wellness policy committee comprised of representatives 

of the board, parents, leaders in food/exercise authority and employees.  The local wellness policy 

committee will develop a plan to implement and measure the local wellness policy and monitor 

the effectiveness of the policy.  The committee will designate an individual to monitor 

implementation and evaluation of the implementation or the policy.  The committee will report 

annually to the board regarding the effectiveness of this policy. (WACO Board Policy 507.9) 

 

ABSENTEEISM 

In order to accomplish the goals and mission of the district, daily attendance by all employees is 

imperative. Employees are encouraged to limit absenteeism to emergencies and appropriate 

instances that cannot be scheduled outside of a workday. Employees must notify their supervisors 

or principals of all times when they will be absent. Absences arranged in advance (vacations and 

personal days) do not require a call when absent or when returning to work, unless outside the 

scheduled time off. If an employee is absent for three consecutive workdays without proper 

notification and authorization, the employee shall be considered to have abandoned his or her 

position and may be terminated. Misuse of leave procedures or misrepresentation of reasons for 

leave may lead to disciplinary action. Failure to report promptly at the starting time or leaving 

before the scheduled quitting time or failure to timely notify the proper supervisor of impending 



absence or tardiness, prior to designated starting time, is reason for disciplinary action. Leaves of 

absence without pay are not encouraged.  Requests for leave of absence without pay will 

generally be denied. Every employee should know to whom they report absences and submit 

leave requests. 

 

ABUSE OF DISTRICT OR CO-WORKER PROPERTY 

Abuse or misuse of district or non-district owned property is to be reported immediately. Failure 

to do so will limit district responsibility or increase employee responsibility. It is expected all 

employees will use care and caution using district and non-district property.  Abuse or misuse or 

unauthorized use of district property, private property, materials and equipment is subject to 

disciplinary action. 

 

The school district attempts to maintain equipment and supplies which permit work to be 

accomplished in the most efficient and effective manner possible.  While employees are 

encouraged to use these items, it is important to understand that they are school district property 

are only to be used for conducting school district business.   
 

As a part of their employment, the school district may make a desk or work space available to 

employees.  The desk and the work space are school district property.   Because the desk and the 

work space are District property, not the personal property of the employee, the desk and the 

work space are subject to being inspected by the District at any time, with or without notice to the 

employee.   
 

The District assumes no responsibility or liability for any items of personal property which are 

placed in the desk or work space which is assigned to employees. 
 

If the District conducts an examination or inspection under the terms of this policy, there will be 

at least two individuals present at the time of the examination or inspection. 

 

ACADEMIC FREEDOM 

The district's curriculum leaves room for teacher discretion and academic freedom within the 

confines of acceptable materials as outlined in each curriculum. Teachers are expected to use 

good judgment in their pedagogy and consider the culture and climate of the school and 

community and age of the students, as they individualize curriculum and provide a learning 

environment and assignments for their students. 

 

ACHIEVEMENT REPORTS 

Begin the year with the planning necessary to evaluate the progress of your students. It is the 

classroom teacher's responsibility to keep parents informed as to the progress of their children. 

This should be done in an organized manner. It is recommended that each teacher use anecdotal 

records that will clearly show student strengths, weaknesses and growth.  Parents should have a 

clear picture of their child's progress. 

 

It is the Teacher’s responsibility to keep on-line grade books accurate and up to date. 

 

APPEARANCE OF THE SCHOOL 

Students should be encouraged to keep their building neat and clean. Employees set the example. 

The condition of the building sets the tone and reflects the professional attitude of the staff. 

Bulletin boards should be interesting and educational. Student work should be displayed 

whenever possible. No books or paper should be left on the floor at the end of the day.  When 

they leave, teachers are reminded to close their windows, turn lights off, and lock their doors. 

 



ATTENTION TO ASSIGNED DUTIES 

Leaving the place of duty during a work shift without permission is cause for discipline, except 

during unpaid break periods. Employees are expected to return to work immediately upon 

completion of a paid or sanctioned unpaid break.  

Loafing, loitering, sleeping, engaging in unauthorized personal business or prolonged visiting 

while on duty is strictly prohibited.  

 

A-V  EQUIPMENT 

Audio-visual materials can provide variety and quality instruction. Be certain that all A-V 

materials are age appropriate and fill an instructional purpose. Preview all materials before using 

them with the class. 

 

Junior high and high school teachers who need A-V equipment temporarily should make 

arrangements with the librarian/media specialist. If a teacher needs A-V equipment as part of the 

regular classroom equipment, it should be ordered through the same requisition process used for 

other materials. 

 

Elementary teachers may check out A-V equipment for temporary use from the A-V storage area 

and are expected to return the equipment when it is no longer in use.  If the equipment is in need 

of repair, contact the librarian/media specialist. 

 

BOARD POLICIES 

Board policies are established for the success, safety, and protection of all school employees in 

the performance of their job duties. Board policies are available online.  

 

 

BLOODBORNE PATHOGENS 

All WACO employees will receive in-service training in the proper methods of handling 

situations involving blood borne pathogens. Those in the high risk groups will be provided 

vaccine. If you have questions about procedures or equipment, talk with the school nurse. 

 

CARE OF TEXTBOOKS 

Textbooks are becoming more expensive and less durable each year, so it behoves each teacher to 

work with the students on proper care of the books. Stress the positive. Don't let them mark up 

the books. Issue the textbooks by number and hold the student responsible for anything other than 

normal wear. 

 

CELL PHONES 

Staff may use phones before 7:40a.m., during lunch, between classes, during prep time, and after 

3:40p.m. If extenuating circumstances exist, please contact your building Administrator for 

permission. 

 

CHILD ABUSE-REPORTING PROCEDURES 

Any certificated staff or administration member who has a reasonable belief that a child enrolled 

in the WACO Community School district has suffered abuse by a person responsible for the care 

of that child shall observe the following procedures: 

 

1.  Contact the Department of Human Services (DHS) by telephone to make an oral report of 

suspected abuse within twenty-four hours of the suspected abuse.  Department of Human Services 

1-888-270-3864.  Questions, visit www.dhs.state.ia.us. 

 



2.  Follow the oral report with a written report within 48 hours.  This form can be obtained from 

your building Principal or building Nurse. 

 

3.  Cooperate with DHS personnel in conducting their investigation. 

 

4.  Maintain a copy of the school employee's written report in the employee's personal file at 

home, for the sole purpose of documenting the fact that the employee reported the suspected 

abuse.  If a written report is received by the employee from the DHS following the investigation, 

such a report shall also be filed with the employee's copy of the suspected abuse report, or 

destroyed. 

 

5.  The employee shall maintain the confidentiality of the report at all stages following the oral 

report of suspected abuse. 

 

CHURCH NIGHT 

In the WACO communities Wednesday evening is reserved for church activities, and the schools 

try to avoid scheduling activities on that night. If there is no other alternative, we work in 

cooperation with the local churches in scheduling the event.  All practices are to be concluded so 

that students are out of the building by 6:30. Notify the building principal of your need to 

schedule an event on a Wednesday night before notifying the clergy. 

 

 

COMPUTERS 

Computers and associated technology are the property of the district and are for the use of 

district-related activities only. District equipment is not for employee personal or business use. 

Misuse of district technology may impact an employee's ability to perform his or her essential job 

functions. Misuse of district technology may incur disciplinary action. Any unlawful use of 

district technology will be dealt with to the full extent of the law. 
 

District employees are urged to use great care and discretion when using social networking and 

blogging venues such as MySpace, Facebook, Twitter, etc. District issued technology is subject to 

inspection at any time. 

 

Employees may be logged on to only one computer at a time, therefore, everyone is encouraged 

to keep their usernames and passwords protected from other staff and students. Passwords will be 

required to be changed every 40 days and they require a combination of letters and numbers.  A 

lock-out will occur after three unsuccessful login attempts.  It is critical that when a computer is 

left unattended that the user either log-off, or lock the workstation(<START L>).  

 

COMPLETING REPORTS 

In order to have the district function in a timely manner, all employees are expected to meet 

deadlines for all assigned paper or electronic reports, including time sheets, grade reports, student 

records, and testing results. Failure to meet the deadline may result in disciplinary action. 
 

All on-the-job injuries shall be reported to the immediate supervisor and the principal or 

principal's secretary in a timely manner within 24 hours of the incident. This shall be done 

regardless of whether medical attention is required. 

 

CONFIDENTIALITY 

School employees are entrusted with confidential information – whether it be about students or 

fellow employees.   Employees must not disclose confidential student information. Give careful 

thought to what you discuss concerning school matters with parents, colleagues, and members of 



the community. Rumors and criticism are promoted by outside gossip.  Many rumors and 

unnecessary criticism can be avoided by referring critical community members to the school 

principal or other staff members. Much care and judgment must be exercised in the handling of 

confidential information. A break in confidentiality can result in disciplinary action and expose 

the employee to personal liability for violation of privacy laws. 

 

CURRICULUM MAPPING 

Curriculum maps provide teachers with a format to articulate the K-12 curriculum and to collect 

and analyze data about what is taught in our school.  Well articulated maps assist teachers in 

making critical decisions about instructional practices in order to improve student learning.  It is 

the responsibility of each WACO teacher to follow the district guidelines to develop, keep 

current, and post curriculum maps for each subject area/class they teach.    

 

DISCIPLINE 

One of the most frustrating experiences a teacher can encounter is that of students "getting out of 

hand." Poor discipline results in poor achievement, both by the teacher and the students. 

Discipline or classroom control is a joint effort on the part of the teacher and student. Self-

discipline is the ideal, but few students of school age have such maturity. 

  

Maintaining positive student behavior in the school is the combined responsibility of the entire 

school staff. Display fairness in handling situations. Be firm and consistent in your approach. 

Inappropriate behavior by students anywhere in or around the school is a concern to all of us. 

Employees are expected to exercise authority in correcting such behavior regardless of the room 

which the students are assigned. Structure your class and movement around the building to avoid 

problems before they have a chance to occur. 

 

Suggestions: 

1. Establish the rules you want and need. Explain to students why those rules are important.  

2. Be on duty when students are entering the building and your room.  

3. Classroom discipline is primarily the teacher's job. The principal will help, but only remove 

from class when you really need to.  

4. Be consistent. Handle problems in a timely fashion.  

5. Focus on a child's strong points.  

6. Look for trouble spots and avoid them.  

7. Use common sense. Do not threaten with anything you cannot carry out.  

8. Do not punish in the heat of anger. There may be times when a teacher needs time out. Send 

the student to the office with a short note letting office personnel know the reason the child is 

being sent and the duration.  

9. Plan specific rules for assemblies, parties, programs, class trips, and guest teachers.  

10. Be formal.  Students need to acknowledge your leadership and the use of titles (Mr., Miss, 

Mrs., Ms.) is important. 

11. Professional attire and attitude promote positive student behavior. 

12. Be firm and stand your ground if behavior is unacceptable. 

13. Recognize that we all have good days and bad days. 

14. When punishment is necessary, be certain that it is reasonable and fair. 

15. Keep parents informed of disciplinary concerns in your classroom. 

 

Do not use writing as a punishment.  Students are not to be placed in the hall as a form of 

punishment. Students removed from the classroom do not have the opportunity to learn from the 

classroom instruction. If a child has been absent, or for some reason was unable to complete an 



assignment or test that is being discussed in the room, the student may be placed in the hall for 

the short discussion of the completed work. 

 

DRESS AND APPEARANCE 

All employees are required to dress in a professional and appropriate manner. Any clothing which 

could be deemed unsafe could result in disciplinary action. Jeans are not appropriate unless worn 

on special occasions or when classroom activities mandate. Clothing deemed inappropriate by 

administration will be discussed with the employee. Tank tops, tube tops, halter tops, or other 

revealing apparel are not considered professional attire. As role models for students, all staff 

members are expected to not only dress appropriately, but to practice exemplary hygiene. 

 

DRUG AND ALCOHOL POLICIES FOR EMPLOYEES 

Alcoholic beverages, illegal substances and legal substances used illegally shall not be consumed 

at any time during the employee’s work shift. Reporting to work in an unsafe condition, or in a 

condition which impairs the employee’s judgment or performance of job functions due to the use 

of alcohol or other substances, is a violation of school district work rules. Unauthorized 

possession or use of alcoholic beverages or other substances during work hours, while on district 

time or property, or while engaging in district business will result in discipline, including 

immediate dismissal. 

 

DUPLICATION OF MATERIALS 

Teachers may duplicate their class materials.  Please be mindful of the cost involved in 

duplicating materials.  Duplicating cost for personal use is .10 per copy.  Please use discretion 

and follow copyright laws.  

 

DUTIES 

All staff are expected to share duties necessary beyond the classroom, including lunch duty, 

before and after school duty, detention duty, lounge duty, class sponsorship, chaperoning, etc. 

 

All employees are mindful that students are not to be left unattended and they (employees) should 

not place themselves in any position where student safety is at risk or neglect of duty could be 

claimed. 

 

An employee is responsible for the time on the job which he/she is assigned. Each employee must 

develop work habits and systems to eliminate back-tracking or poor usage of time. This requires 

initiative and planning on the employee's part. Do not allow students, teachers, fellow workers or 

others to interrupt your work with lengthy conversations; simply excuse yourself and say you 

have work to do.  
 

Guidelines in the Fair Labor Standards Act state non-exempt (non-salaried, hourly) employees 

are not to begin work prior to their scheduled start time. Employees are expected to be at their 

designated work area ready to begin work at their scheduled start time, and the start and stop time 

should be accurately reflected on timesheets. To be paid overtime, that time must be pre-approved 

by the employee’s supervisor.  

 

Teachers are on duty from 7:40 AM until 3:40 PM except as noted in the Master Contract.  The 

time periods from 7:40-8:10 and 3:10-3:40 should be used in a professional manner.  This is 

considered part of your contract time and should be used accordingly.  Please do not schedule 

personal appointments which would interfere with these hours.   

 

 

 



EMERGENCY SCHOOL CLOSING 

In the event of inclement weather or another emergency causing school closing or delay, 

employees will be notified by means of a telephone network. The network will be published in 

the personnel directory sometime during the first three months of school.   If it becomes 

necessary to make adjustments to the school schedule because of extremely adverse weather 

conditions or other unforeseen emergencies, it will be announced over radio stations KILJ 105.5 

FM Mt. Pleasant and KCII 106.1 FM Washington; television stations WQAD Channel 8, WHBF 

Channel 4, and  KCRG Channel 9; Iowa School Alert;  and posted on the WACO website 

(www.wacohs.com). 

 

EVALUATION 

First and second year teachers will be evaluated three times during the school year. Third year 

teachers will be formally evaluated twice during the school year.  From a teacher's fourth year on 

they will be formally evaluated in a rotating cycle every three years unless their probationary 

period has been extended.  A teacher may be evaluated more often if it is deemed appropriate by 

the building principal.  

 

FIELD TRIPS 

To arrange a field trip, the teacher should follow the guidelines on the Field Trip Check List.  

Documentation submitted to the principal for approval should indicate the nature of the tip, 

education objectives, and schedule (departure, return, etc.) The date of the field trip should 

coincide with the unit it will supplement.  The teacher will also: 

 Secure school transportation by filling out the appropriate form at least five (5) days 

before the field trip 

 Consult the Field Trip permission form for the current year and obtain written 

permissions for the students who do not have a signed permission form on file. 

 Prepare and send an agenda home with students at least five (5) days prior to the trip. 

Submit a copy of the agenda to the office. 

 Make arrangements for any feed and/or trip expenses 

 Provide the cooks with the Field Trip lunch form at least three (3) weeks prior to the field 

trip 

 

FIGHTING 

Any verbal or physical altercations between or among employees or others will not be tolerated 

and may subject the employee(s) to disciplinary action. 

Violence in the workplace will not be tolerated in any form, and violent acts will be punished to 

the full extent of the law. Acts deemed violent, even if not covered specifically in board policies, 

may incur discipline.  

 

FIRE AND TORNADO DRILLS 

Exit Procedures:  Exit routes for tornado and fire drills must be posted in each classroom. There 

are several things to keep in mind in a fire or tornado drill. 

 Every drill is a serious affair and students should be instructed to act accordingly. 

 Be calm, but move in quickly and quietly, in an orderly manner. 

 Make sure students are aware of the exit procedures for your room and where they are to 

report to in case of a tornado or fire. 

 During a fire drill, close your room door as you leave.  This will help prevent the spread 

of fire. 

 Be sure to take your class roster or grade book with you when you exit for a fire drill or 

tornado drill. 

 Remain at your designated area until given the all clear to return to your classroom 



 When students exit the building for a fire or fire drill they should move at least 50 feet 

away from the building. 

 If there is a problem during a drill, report it to the building principal immediately 

following the drill.  

 

 

GRADUATE CREDIT APPROVAL  

Educational advancement.  Employees on the regular salary schedule who move from one 

educational lane to a higher educational lane shall move to the corresponding eligible step on the 

higher lane.  For an employee to advance from one educational lane to another, the following 

steps must be followed: 

a. The employee shall file suitable evidence of additional educational credit with 

the Superintendent or his/her designee no later than October 1st and pay 

adjustments shall be retroactive to the beginning of the same year 

b. The employee shall provide written notification to the Superintendent or his/her 

designee by February 28
th
, prior to October 1, that there is intent to move lanes.  

If no move is made, there is no penalty. 

c. Such college credit must be in the subject area of the employee’s assignment or 

in an approved graduate program in the subject area of the employee’s 

assignment, and shall be subject to review and recommendation by the Salary 

Review Committee.    

 

Transcripts: 

1. Transcripts for graduate credit must be submitted to the board secretary no later than October 

1of the school year in which the position on the salary schedule is to take effect (as stated in 

the master contract). Employees shall provide written notification to the Superintendent or 

his/her designee by February 28
th
, prior to October 1, that there is intent to move lanes.  If no 

move is made, there is no penalty. 

 

2. Official transcripts (or a xeroxed copy or fax, but not grade reports) of these credits should be 

given to the board secretary to place in the teacher's file.  Each teacher is responsible for this. 

 

Acceptable Credits: 

1. In general, credits are accepted only for graduate-level classes taken in the teacher's 

current subject area.  Exceptions have been made when it seems possible a teaching 

assignment may change.  Courses taken for administrator degrees are generally not 

accepted, unless a specific course could have value in the teacher's subject area. 

 

2. There are not time constraints placed on submitting credits for approval.  Instead, the 

value of the course will be evaluated. 

 

3. Teachers are encouraged to submit classes for pre-approval, but this is not required. 

 

4. Staff-development credits may be submitted to the board secretary to be placed in the 

teacher's file. 

 

 

 



IDENTIFICATION BADGES 

ID badges are provided to each staff member at the time of school pictures.  All staff are required 

to wear their badge during school hours.  Substitutes and visitors are required to check in with the 

building office staff to receive proper identification.  Staff members are encouraged to help 

enforce this policy by directing all non-identified visitors to the office. 

 

IEP/504 PLANS 

Students with Individual Ed. Plans and 504 Plans have specific goals, accommodations and 

modifications that all staff must follow by law.  Special Education staff will work in cooperation 

with teachers to ensure that these plans are recognized and adhered to. 

 

INJURIES 

If an injury occurs on the job it is recommended that you proceed to the nurse’s office, if a nurse 

is available. Otherwise, report to the school office.  Allow for first aid to be administered and then 

determine if additional medical care is required. It is the responsibility of the employee injured on 

the job to inform the building Principal within 24 hours of the occurrence.  It is the responsibility 

of the building Principal to file an accident report within 24 hours of the employees report. 

(WACO Board Policy 403.2). 

 

INSUBORDINATION 

Insubordination, disobedience, failure or refusal to follow the written or oral instructions of 

supervisory authority, or to carry out work assignments will not be tolerated.  Insubordination 

will result in discipline including termination. 

 

KEYS 

Keys will be issued at the discretion of the principal. Employees should not loan nor duplicate 

these keys. 

 

LAMINATING 

Laminating is available to protect materials for long-term use by the district.  When choosing 

materials to be laminated, teachers should consider the amount of use, the length of use, and the 

cost of replacement.  Laminating film is expensive.  Only materials purchased for repeated 

classroom use should be considered for lamination. 

 

LEAVE OF ABSENCE 

Employees should complete a request for leave and submit it to the building principal for 

approval. It will be forwarded to the superintendent for authorization. When filling out leave 

forms please be as specific as possible so that the appropriate leave category can be verified.  

 

 2-hour leave request - If Teachers need to arrive up to 2 hours late or leave up to 2 hours early 

you must secure teachers to cover your classes and get permission from the principal at least one 

day prior to the absence.  On the day you leave early, you must sign out and fill out the 

appropriate information in the log.  When you arrive late, sign in and fill out the appropriate 

information in the log. 

 

Prep Period - You may leave during your prep period or lunch period to take care of personal 

business on a limited basis.  Prep time is scheduled as non-contact time so that you may prepare 

for your classes.  Let the office know that you are leaving and sign out when you leave and sign 

in when you return.  There are times that emergencies arise which make it impossible to get 

permission one day ahead of time.  In that case, let the office or administrative designee know 



you are leaving, who is covering your class, sign in or out as appropriate for situation, and fill out 

the appropriate information in the log. 

 

MANDATORY COOPERATION IN WORKPLACE INVESTIGATION 

Any workplace investigation conducted by administrative staff or their designee will receive 

complete cooperation of all employees. 

 

MANDATORY REPORTING OF POST-EMPLOYMENT ARRESTS AND 

CONVICTIONS 

Any employee who is arrested or convicted shall report such to the district administration. Failure 

to do so shall incur discipline, up to and including termination. 

 

MEDICATION AT SCHOOL 

Medication to be administered during school hours must be approved in writing by a physician.  

It is against state law for staff members to administer medications not prescribed by a licensed 

physician.  Please send a student who brings any kind of medication to school to the office where 

we will check to see proper forms have been filled out for us to administer the medicine. 

 

OFFENSIVE OR ABUSIVE LANGUAGE 

Threatening, intimidating, interfering with, or using abusive and profane language toward others, 

including ethnic slurs, will not be tolerated by district employees. Violation will incur discipline, 

up to and including termination. 

 

PARENTAL INVOLVEMENT 

 

The WACO schools enjoy a high level of parental involvement in their children's education. 

WACO parents should be encouraged to attend at least one hour of their child's classes some time 

during the school year.  

Teachers are urged to take the lead in inviting  parents to become more involved in their child’s 

education.  Research tells us that students--and thus teachers--benefit in many ways from parents' 

involvement: 

 

*Their academic achievement rises. 

*Their behavior improves. 

*Their motivation increases. 

*Their attendance becomes more regular. 

*Their attitude toward homework is more positive. 

 

PAY PERIODS FOR 10-11 

 

CHECK DATE PERIOD COVERED 

(WEEKS ENDING) 
July 10, 2010 06/11 and 6/18 

July 24, 2010 06/25 and 07/02 

August 10, 2010 07/9 and 07/16 

August 25, 2010 07/23 and 07/30 

September 10, 2010 08/06 and 08/13 

September 24, 2010 08/20 and 08/27 

October 8, 2010 09/03 and 09/10 

October 25, 2010 09/17 and 09/24 and 10/01 

November 10, 2010 10/8  and 10/15 



November 23, 2010 10/22 and 10/29 

December 10, 2010 11/05 and 11/12 

December 22, 2010 11/19 and 11/26 

January10, 2011 12/03 and 12/10 

January 25, 2011 12/17 and 12/24 and 12/31 

February 10, 2011 01/07 and 01/14 

February 25, 2011 01/21 and 01/28 

March 10, 2011 02/04 and 02/11 

March 25, 2011 02/18 and 02/25 

April 8, 2011 03/04 and 03/11 

April 20, 2011 03/18 and 03/25 and 04/01 

May 10, 2011 04/8 and 04/15 

May 25, 2011 04/22 and 04/29 

June 10, 2011 05/06 and 05/13 

June 24, 2011 05/20 and 05/27 and 06/03 

July 8, 2011 06/10 and 06/17 

July 25, 2011 06/24 and 07/01 

August 10, 2011 07/08 and 07/15 

August 25, 2011 07/22 and 07/29 

 

 

PERFORMING UNAUTHORIZED WORK WHILE ON DUTY 

All district employees are prohibited from performing unauthorized work while on duty. Doing so 

could result in discipline, up to and including termination. 

 

PERSONAL PROFIT 

District employees and students are to be free of coercion to purchase or contribute to any product 

or cause that benefits any employee personally. Employees are not to engage in soliciting or 

selling for personal benefit or profit. For any licensed employee, such behavior violates the Iowa 

Board of Educational Examiners' Code of Ethics, and the district shall report such. 

 

PERSONNEL FILES 

An updated transcript, current teaching certificate and current mandatory reporter completion 

certificate need to be on file for each teacher.  

 

PROFESSIONAL DEVELOPMENT 

The WACO Board of Education supports the need for staff professional development.  Early 

dismissals each week provide time to increase teaching skills in order to improve student 

achievement.  It is important for teachers to attend all professional development sessions.  

Teachers are encouraged to refrain from making appointments or other commitments during 

professional development time.  It is the teacher’s responsibility to gather information and 

materials from any missed session. 

 

PROFESSIONAL IMAGE 

It is expected that each staff member follow the Code of Ethics provided by the State of Iowa. 

State Code of Ethics 

282 - 25.1 (272) Scope of standards. This code of professional conduct and ethics constitutes 

mandatory minimum standards of practice for all licensed practitioners as defined in Iowa Code 

chapter 272. The adherence to certain professional and ethical standards is essential to 

maintaining the integrity of the education profession. 

 

282 - 25.2 (272) Definitions. Except where otherwise specifically defined by law: 



“Administrative and supervisory personnel.” means any licensed employee such as 

superintendent, assistant superintendent, associate superintendent, principal, assistant principal, 

associate principal, or other person who does not have as a primary duty the instruction of 

pupils in the schools. 

“Board.”  means the Iowa board of educational examiners. 

“Discipline.”  means the process of sanctioning a license, certificate or authorization issued by 

the Board. 

“Ethics.”  means a set of principles governing the conduct of all persons governed by these 

rules. 

“Fraud" means knowingly providing false information or representations on an application for 

licensure or employment, or knowingly providing false information or representations made in 

connection with the discharge of duties. 

“License”  means any license, certificate, or authorization granted by the Board. 

“Licensee”  means any person holding a license, certificate or authorization granted by the 

Board. 

“Practitioner”  means an administrator, teacher or other school personnel, who provides 

educational assistance to students and who holds a license, certificate, or other authorization 

issued by the Board. 

“Responsibility”  means a duty for which a person is accountable by virtue of licensure. 

“Right”  means a power, privilege, or immunity secured to a person by law. 

“Student”  means a person, regardless of age, enrolled in a prekindergarten through grade 12 

school, who is receiving direct or indirect assistance from a person licensed by the Board. 

“Teacher”  means any person engaged in the instructional program for prekindergarten through 

grade 12 children, including a person engaged in teaching, administration, and supervision, and 

who is required by law to be licensed for the position held. 

 

282 - 25.3 (272) Standards of professional conduct and ethics.  Licensees are required to abide 

by all federal, state and local laws applicable to the fulfillment of professional obligations.  

Violation of federal, state, or local laws in the fulfillment of professional obligations constitutes 

unprofessional and unethical conduct which can result in disciplinary action by the board.  In 

addition, it is hereby deemed unprofessional and unethical for any licensee to violate any of the 

following standards of professional conduct and ethics: 

 

25.3 (1) Standard I. Conviction of crimes, sexual or other immoral conduct with or toward a 

student, and child and dependent adult abuse.  Violation of this standard includes: 

a. Fraud. Fraud in the procurement or renewal of a practitioner’s license  

b. Criminal Convictions.  The commission of or conviction for a criminal offense as defined by 

Iowa law or the laws of any other state or of the United States, provided that the offense is 

relevant to or affects teaching or administrative performance. 

(1) Disqualifying criminal convictions.  The board shall deny an application for licensure and 

shall revoke a previously issued license if the applicant or licensee has, on or after July 1, 

2002, been convicted of, has pled guilty to, or has been found guilty of the following 

criminal offenses, regardless of whether the judgment of conviction or sentence was 

deferred: 

1. Any of the following forcible felonies included in Iowa Code section 702.11: Child 

endangerment, assault, murder, sexual abuse, or kidnapping: 

2. Any of the following criminal sexual offenses, as provided in Iowa Code chapter 709, 

involving a child: 

 First, second or third-degree sexual abuse committed on or with a person who is under 

the age of 18; 

 Lascivious acts with a child; 



 Detention in a brothel; 

 Assault with intent to commit sexual abuse; 

 Indecent contact with a child; 

 Sexual exploitation by a counselor; 

 Lascivious conduct with a minor; or 

 Sexual exploitation by the school employee; 

3. Incest involving a child as prohibited by Iowa Code section 726.2; 

4. Dissemination and exhibition of obscene material to minors as prohibited by Iowa Code 

section 728.2; or 

5. Telephone dissemination of obscene material to minors as prohibited by Iowa Code 

section 728.15. 

(2) Other criminal convictions and founded child abuse.  In determining whether a person 

should be denied a license or whether a licensee should be disciplined based upon any 

other criminal conviction, including a conviction for an offense listed in 25.3(1)―b”(1) 

which occurred before July 1, 2002, or a founded report of abuse of a child, the board shall 

consider: 

1. The nature and seriousness of the crime or founded abuse in relation to the position 

sought; 

2. The time elapsed since the crime or founded abuse was committed; 

3. The degree of rehabilitation which has taken place since the crime or founded abuse was 

committed; 

4. The likelihood that the person will commit the same crime or abuse again; 

5. The number of criminal convictions or founded abuses committed; and 

6. Such additional factors as may in a particular case demonstrate mitigating circumstances 

or heightened risk to public safety. 

c. Sexual involvement or indecent contact with a student. Sexual involvement includes, but is 

not limited to, the following acts, whether consensual or non-consensual: fondling or 

touching the inner thigh, groin, buttocks, anus, or breasts of a student; permitting or causing 

to fondle or touch the practitioner’s inner thigh, groin, buttocks, anus, or breasts; or the 

commission of any sex act as defined in Iowa Code section 702.17. 

d. Sexual exploitation of a minor.  The commission of or any conviction for an offense 

prohibited by Iowa Code section 728.12, Iowa Code Chapter 709 or 18 U.S.C section 

2252A(a)(5)(B). 

e. Student Abuse.  Licensees shall maintain professional relationships with all students, both in 

and outside the classroom.  The following acts or behavior constitutes unethical conduct 

without regard to the existence of a criminal charge or conviction: 

(1) Committing any act of child abuse of a student; 

(2) Committing any act of dependent adult abuse on a dependent adult student; 

(3) Committing or soliciting any sexual or otherwise indecent act with a student or any minor; 

(4) Soliciting, encouraging, or consummating a romantic or otherwise inappropriate 

relationship with a student; 

(5) Furnishing alcohol or illegal or unauthorized drugs or drug paraphernalia to any student or 

knowingly allowing a student to consume alcohol or illegal or unauthorized drugs in the 

presence of the licensee, or 

(6) Failing to report any suspected act of child or dependent adult abuse as required by state 

law. 

 

25.3 (2) Standard II.  alcohol or drug abuse.  Violation of this standard includes: 

a. Being on school premises or at a school-sponsored activity involving students while under the 

influence of, possessing, using, or consuming illegal or unauthorized drugs or abusing legal 

drugs. 



b. Being on school premises or at a school-sponsored activity involving students while under the 

influence of, possessing, using, or consuming alcohol. 

 

25.3 (3) Standard III.  misrepresentation, falsification of information. Violation of this standard 

includes: 

a. Falsifying or deliberately misrepresenting, or omitting material information regarding 

professional qualifications, criminal history, college credit, staff development credit, degrees, 

academic award, or employment history when applying for employment or licensure. 

b. Falsifying or deliberately misrepresenting or omitting information regarding compliance reports 

submitted to federal, state, and other governmental agencies. 

c. Falsifying or deliberately misrepresenting or omitting material information submitted in the 

course of an official inquiry or investigation. 

d. Falsifying any records or information submitted to the Board in compliance with the license 

renewal requirements imposed under 282–Chapter 17. 

e. Falsifying or deliberately misrepresenting or omitting material information regarding the 

evaluation of students or personnel, including improper administration of any standardized 

tests, including, but not limited to, changing test answers, providing test answers, copying or 

teaching identified test items, or using inappropriate accommodations or modifications for such 

tests. 

 

25.3 (4) Standard IV.  misuse of public funds and property. Violation of this standard includes: 

a. Failing to account properly for funds collected that were entrusted to the practitioner in an 

educational context. 

b. Converting public property or funds to the personal use of the practitioner 

c. Submitting fraudulent requests for reimbursement of expenses or for pay. 

d. Combining public or school-related funds with personal funds 

e. Failing to use time or funds granted for the purpose for which they were intended. 

 

25.3 (5) Standard V.  violations of contractual obligations.   

a. Violation of this standard includes: 

(1) Signing a written professional employment contract while under contract with another 

school, school district, or area education agency. 

(2) Asking a practitioner to sign a written professional employment contract before the 

practitioner has been unconditionally released from a current contract.  An administrator 

shall make a good faith effort to determine whether the practitioner has been released from 

the current contract. 

(3) Abandoning a written professional employment contract without prior unconditional release 

by the employer. 

   (4) As an employer, executing a written professional employment contract with a 

practitioner, which requires the performance of duties that the practitioner is not legally 

qualified to perform. 

(5) As a practitioner, executing a written professional employment contract, which requires the 

performance of duties that the practitioner is not legally qualified to perform. 

b. In addressing complaints based upon contractual obligations, the board shall consider factors 

beyond the practitioner’s control.  For purposes of enforcement of this standard, a practitioner 

will not be found to have abandoned an existing contract if: 

(1) The practitioner obtained a release from the employing board before discontinuing services 

under the contract; or 

(2) The practitioner provided notice to the employing board no later than the latest of the 

following dates: 

1. The practitioner’s last work day of the school year; 



2. The date set for return of the contract as specified in statute; or 

3. June 30. 

 

25.3 (6) Standard VI.  unethical practice toward other members of the profession, parents, 

students, and the community.  Violation of this standard includes: 

 a. Denying the student, without just cause, access to varying points of view. 

b. Deliberately suppressing or distorting subject matter for which the educator bears 

responsibility. 

c. Failing to make reasonable effort to protect the health and safety of the student or creating 

conditions harmful to student learning. 

d. Conducting professional business in such a way that the practitioner repeatedly exposes 

students or other practitioners to unnecessary embarrassment or disparagement. 

e. Engaging in any act of discrimination, or otherwise denying a student or practitioner 

participation in the benefits of any program on the grounds of race, color, religion, age, sex, 

disability, marital status, national origin, or membership in a definable minority.  

f. Soliciting students or parents of students to purchase equipment, supplies, or services from 

the practitioner for the practitioner’s personal advantage.  

g. Accepting gifts from vendors or potential vendors where there may be the appearance of or 

an actual conflict of interest. 

h. Intentionally disclosing confidential information including, but not limited to, unauthorized 

sharing of information concerning student academic or disciplinary records, health and 

medical information, assessment or testing results, or family income.  Licensees shall comply 

with state and federal laws and local school board policies relating to the confidentiality of 

student records, unless disclosure is required or permitted by law. 

i. Refusing to participate in a professional inquiry when requested by the board. 

j. Aiding, assisting or abetting an unlicensed person in the completion of acts for which 

licensure is required. 

k. Failure to self-report to the Board, within 60 days any founded child abuse report, or any 

conviction for a criminal offense listed in 25.3(1)“b”(1) which requires revocation of the 

practitioner’s license. 

l. Delegating tasks to unqualified personnel. 

m. Failure to comply with federal, state, and local laws applicable to the fulfillment of 

professional obligations. 

n. Allowing another person to use one’s practitioner license for any purpose. 

o. Performing services beyond the authorized scope of practice for which the individual is 

licensed or prepared. 

 

25.3 (7) Standard VII.  compliance with state law governing student loan obligations and child 

support obligations.  Violation of this standard includes: 

a. Failing to comply with 282—Chapter 9 concerning repayment of student loans. 

b. Failing to comply with 282—Chapter 10 concerning child support obligations. 

 

25.3 (8) Standard VIII.  incompetence.  Violation of this standard includes, but is not limited to: 

a. Willfully or repeatedly departing from or failing to conform to the minimum standards of 

acceptable and prevailing educational practice in the state of Iowa. 

b. Willfully or repeatedly failing to practice with reasonable skill and safety.   

These rules are intended to implement Iowa Code section 272.2(1)“a.” 

[Filed 7/15/04, Notice 4/28/04–published 8/4/04, effective 9/8/04] 

 

 

 



CODE OF RIGHTS AND RESPONSIBILITIES 
282–26.1 (272) Purpose. The code of professional conduct and ethics in 282–Chapter 25* 

defines unprofessional and unethical conduct justifying disciplinary sanction. The board 

acknowledges that the discharge of professional obligations should occur in recognition of certain 

fundamental rights and responsibilities. Accordingly, the board recognizes the following rights 

and responsibilities of all educators licensed under Iowa Code chapter 272 and agrees that the 

exercise of these rights and responsibilities may present mitigating facts and circumstances in the 

board’s evaluation of allegations of unprofessional or unethical conduct. 

 

282–26.2(272) Rights. Educators licensed under Iowa Code chapter 272 have the following 

rights: 

(1) The educator has a right to be licensed and endorsed under professional standards 

established and enforced by the board. 

(2) The educator has a right to refuse assignments for which the educator is not legally 

authorized, in terms of holding a valid Iowa license with the appropriate endorsement(s) or 

approval(s). 

(3) The educator has a right, subject to board and administrator authority, to exercise 

professional judgment in the evaluation, selection, and use of teaching methods and 

instructional materials appropriate to the needs, abilities, and background of each student. 

 

282–26.3(272) Responsibilities. Educators licensed under Iowa Code chapter 272 have the 

following responsibilities: 

1. The educator has a responsibility to maintain and improve the educator’s professional 

competence. 

2. The educator has a responsibility to accept only those assignments for which the educator is 

legally authorized. 

3. The educator has a responsibility to provide conditions that are conducive to teaching and 

student learning. 

4. The educator shall protect students from conditions harmful to learning or to health or 

safety. 

5. The educator shall not, without just cause, restrain a student from independent action in the 

pursuit of learning and shall not, without just cause, deny a student access to varying points 

of view. 

6. The educator shall not use professional relationships with students for private advantage. 

7. The educator shall not discriminate against any student on the grounds of national or ethnic 

origin, religion, age, sex, disability, membership in a definable minority, or marital status, 

nor grant any discriminatory consideration or advantage. 

8. The educator shall accord just and equitable treatment to all members of the profession. 

9. The educator shall keep in confidence personally identifiable information regarding a 

student or the student’s family members that has been obtained in the course of professional 

service, unless disclosure is required by law or is necessary for the personal safety of the 

student or others. 

10.The educator who has reasonable basis to believe that a student has been abused, as defined          

by law, shall make all reports required by law and the Iowa Administrative Code and which 

are    necessary to ensure the safety and well-being of the student. 

11. In the administration of discipline, the educator shall treat all students with respect and in 

compliance with all policies of the school district served by the educator. 

12. The educator shall provide accurate, truthful, and complete information to the board and 

to the local education system concerning all licensure transactions. 

13. The educator shall not refuse to participate in a professional inquiry, when requested by 

the board. 



14. The educator shall not require or direct another educator to violate any provisions of the 

code of professional conduct and ethics or any rights of a student, parent, educator or citizen. 

15. The educator shall not delegate tasks to unqualified personnel. 

These rules are intended to implement Iowa Code section 272.2(1)‖a.‖ 

 

PUBLIC RELATIONS 

WACO publishes a weekly parent letter that is distributed to most households in the district. 

Employees are encouraged to submit items and articles of interest. 

 

Watching students participate outside the school setting lets them know you are interested. While 

it may be impossible to attend everything, you should be able to attend some. You will receive a 

complimentary pass to home activities and are encouraged to attend as many extracurricular 

events as possible. 

 

RELATIONSHIP WITH CO-WORKERS  

District employees are encouraged to create an environment where co-workers' collaboration and 

cooperation add to the overall functioning of the district and fulfillment of individual job 

responsibilities. All employees must have a responsible attitude toward their jobs and co-workers, 

and they should not allow students, teachers, fellow workers or others to interrupt their work.  It 

is important that collaboration for student achievement is accomplished through open 

communication. 

 

RELATIONSHIP WITH STUDENTS 

District employees are encouraged to create professional relationships with students so as to assist 

with their learning. Employees should be wary of creating a relationship that is unhealthy or 

illegal. Adults must always be in a position to be trusted and caring for students, but the district 

will not tolerate any inappropriate relationships. 

 

REPAIRS 

Employees should contact the principal as soon as a repair is needed and upon approval fill out 

the appropriate maintenance request form so that action may be taken as soon as possible. 

 

REPORT CARDS 

Report cards are distributed on a quarterly basis indicating progress students are making in their 

classes.  In addition, at the secondary building,  reports are sent out on an individual basis to 

report positive growth or areas of individual concern. 

 

SCHOOL VEHICLES 

School vehicles are available for staff use in traveling to and from professional development 

activities and school sponsored events.  School vehicles are also encouraged to be used in travel 

between the Elementary and Secondary buildings.  School vehicles may be rented (plus fuel 

costs) for extra curricular camps and voluntary participation at Coaching/Sponsor Clinics. 

A request form for vehicle usage needs to be filled out and approved.  Forms are available in the 

school offices.   

 

Only employees who possess a valid driver's license may operate a district vehicle in their work 

performance. Drivers of vehicles will be responsible to pay fines received, including parking 

tickets. Unsafe use, breaking motor vehicle laws, or personal use of district vehicles will not be 

tolerated. 

 

 



STAFF MEETINGS 

Staff meetings may be scheduled in each building.  Staff members will be expected to attend the 

meetings unless excused by the appropriate administrator.  Please do not plan lessons, practices, 

or rehearsals on days of staff meetings. 

 

STUDENT BEHAVIOR 

School rules will be enforced throughout the year.  Each teacher is responsible for teaching and 

enforcing these rules consistently.  Teachers are expected to align their classroom rules and 

expected classroom behavior with building rules and procedures. 

 

STUDENT ILLNESS  

Students who become ill at school should be sent to the school nurse if available or to the office. 

If clean-up is required, the teacher should contact the office. If you are aware of a contagious 

disease in the home of one of your students, the nurse should be informed. 

 

STUDENTS IN THE BUILDING OUTSIDE SCHOOL HOURS 

Students who are in the building outside the regular school hours should be supervised by a 

teacher or another person assigned by the school. If you let students into these areas you are 

responsible to stay with them until they leave. Secondary students, unless they are supervised,  

should enter the building after 7:40 a.m. and should leave by 3:15 p.m. (or 5 minutes after the last 

class has been dismissed). Elementary students should arrive no earlier than 8:00 a.m. and should 

leave as soon as classes are dismissed. 

 

STUDENTS LEAVING SCHOOL DURING THE DAY 

Students who need to leave during the day should have a note or parental contact (elementary ) or 

pass (secondary) indicating this. Parents of elementary students should pick up their children at 

the office. Students should check out at the office before leaving and should check back in upon 

returning. 

 

SUBSTITUTES 

If you are going to be absent, notify the supervisor or secretary as soon as possible so that a 

substitute may be obtained. Please remember to inform of all duties that will be vacated due to 

your absence.  Notify the supervisor or secretary by the end of the day if the absence is to 

continue.  On your return to work you will need to initial the leave request form covering your 

absence.  

 Substitutes will be contacted by the appropriate supervisor or secretary. Under no circumstances 

will employees contact and/or pay their own substitutes. 

 

 

SUBSTITUTE FOLDER 

Each teacher needs to maintain an accurate and current substitute folder in their room 

(Secondary), or office (Elementary). The folder should contain a class list(s), a current seating 

chart for each class, a daily schedule, special class schedule, lunch schedule, duties (before or 

after school duty, lunch or detention duty), classroom rules, and appropriate lesson plans and 

emergency procedures. 

 

TEACHER QUALITY COMMITTEE 

Application for money means the applicant can show how the activity relates to a district  

level, building level or personal career development plan.  Applications are subject to approval by 

the Teacher Quality Committee and designated deadlines. 

 



Tuition/Professional Development Reimbursements: 

A)  Tuition paid for college courses taken for the following. 

 To obtain endorsement as required by the district 

 To improve or learn new instructional strategies 

 To improve content area knowledge 

 To obtain advanced degrees in educational areas 

B) Activities Outside or Contracted Time: 

1) Teacher initiated Professional Development activities, such as attending 

state of national conferences/conventions: 

 May be reimbursed 

 Will require applications be made to the Teacher Quality 

Committee prior to the scheduled event. 

 Will require that the recipient of said money share gained 

knowledge with staff upon returning from the event. 

 

2) Teacher Workshops: 

 Reimbursement will be up to $200.00 per day for leading a 

workshop in instructional strategies. 

 Reimbursement will be up $100.00 per day may be reimbursed 

for participation in a workshop on instructional strategies. 

 An application form must be completed to request monies. 

 The application must be made within 30 days of completion of a 

course. 

C) Reimbursement is subject to Teacher Quality Committee approval and will be 

distributed according to availability of funds. 

D) The reimbursement is not applicable to National Board Certification and is applicable 

only to programs started after August 14, 2006. 

 

TELEPHONE USE 

District and personal phones and message devices are to be used appropriately at times that do not 

conflict with the employees’ duties. All personal calls should be made during sanctioned breaks. 

If a personal long distance call is made it is the responsibility of the employee to reimburse the 

school.  Employees will receive a copy of their phone charges monthly.  Payment for personal 

calls should be submitted to the office/central office in a timely manner. 

District telephones are only for official school business. In case of an emergency, a message may 

be received or telephone call made, but the call should be limited to no more than five minutes.  

Employees will not be called to the phone during the workday except in an emergency. Failure to 

follow this guideline will result in disciplinary action. 

 

TIMEKEEPING INFRACTIONS 

Each district employees who is required to keep a time card will do so accurately. Failure to do so 

will result in discipline, up to and including termination. 

 

TREATMENT OF PATRONS OF DISTRICT 

Patrons of the district are to be treated with respect. Employees should be courteous at all times, 

and report to district administration any mistreatment by district patrons. Employee safety is a 

major district concern, and employees should remove themselves and report any situations where 

their safety may be compromised. 

 

 

 



TREATMENT OF STUDENTS 

District students are to be treated with respect. Employees should be courteous at all times, and 

report to district administration any mistreatment by students. Employee as well as student safety 

is a major district concern, and employees should remove themselves and report any situations 

where their safety may be compromised. Employees must report any incident of mistreatment of 

students by a school employee. 

 

WEAPONS IN THE WORKPLACE 

The board believes weapons and other dangerous objects and look-alikes in school district facilities 

cause material and substantial disruption to the school environment or present a threat to the health 

and safety of students, employees and visitors on the school district premises or property within the 

jurisdiction of the school district. 

 

School district facilities are not an appropriate place for weapons or dangerous objects and look-

alikes.  Weapons and other dangerous objects and look-alikes shall be taken from students and 

others who bring them onto the school district property or onto property within the jurisdiction of 

the school district or from students who are within the control of the school district. 

 

Parents of students found to possess a weapon or dangerous object or look-alike on school property 

shall be notified of the incident.  Confiscation of weapons or dangerous objects shall be reported to 

the law enforcement officials, and the student will be subject to disciplinary action including 

suspension or expulsion. 

 

Students bringing firearms to school or knowingly possessing firearms at school shall be expelled 

for not less than twelve months.  Students bringing to school or possessing dangerous weapons, 

including firearms, will be referred to law enforcement authorities.  The superintendent shall have 

the authority to recommend this expulsion requirement be modified for a student on a case-by-case 

basis.  For purposes of this portion of this policy, the term "firearm" includes any weapon which is 

designed to expel a projectile by the action of an explosive, the frame or receiver of any such 

weapon, a muffler or silencer for such a weapon, or any explosive, incendiary or poison gas. 

 

A ―dangerous weapon‖ is any instrument or device designed primarily for use in inflicting death or 

injury upon a human being or animal, and which is capable of inflicting death upon a human being 

when used in a manner for which it was designed.  Additionally, any instrument or device of any 

sort whatsoever which is actually used in such a manner as to indicate that a person intends to inflict 

death or serious injury upon the other, and which, when so used, is capable of inflicting death upon 

a human being, is a dangerous weapon.  Dangerous weapons include, but are not limited to, any 

offensive weapon, pistol, revolver, or other firearm, dagger, razor, stiletto, switchblade knife, or 

knife having a blade exceeding five inches in length. 

 

A ―look-alike‖ is any object that a reasonable person could construe to be a dangerous weapon or 

object.  A student who brings a ―look-alike‖ to school will be subject to disciplinary action that may 

include, but is not limited to, suspension from school. 

 

Following a suspension or expulsion under the provisions of this policy, the superintendent shall 

convene a meeting of appropriate educational personnel to develop a plan for the continued school 

involvement of a student who is suspended or expelled for possession of a dangerous weapon.  This 

plan shall include provisions for the reintegration of the student into the school following the 

suspension or expulsion. 

 



Weapons under the control of law enforcement officials shall be exempt from this policy.  The 

principal may allow authorized persons to display weapons or other dangerous objects or look-

alikes for educational purposes.  Such a display shall also be exempt from this policy.  It shall be the 

responsibility of the superintendent, in conjunction with the principal, to develop administrative 

regulations regarding this policy. 

 

 

WACO CHECK US OUT 

Communication with stakeholders of the district is very important.  Each teacher is expected to 

submit at least one (1) article to the WACO Check Us Out at some time during the year, with 

scheduling at the discretion of the building principal.  Articles and pictures should showcase the 

variety of activities and learning that takes place in our schools.  The District Publication 

permission form for each student for the current year should be consulted prior to submission of 

the article.  Documentation of the article will be submitted by the teacher as part of the end-of-

year checkout. 
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Appendix:  

School Business Procedures 
 

 

 

 

 

 

 

*This is intended for use as a guide to the WACO Community School District business practices.  

Procedures differ from policy in that the Board of Directors set board policy.  School District 

Administration implement that policy by adopting/changing procedures to execute school board 

policy.  Procedures do not require a vote of the school board but reflect the intent of school 

board policy. 

 

Auditors of public funds require a strict accounting of all school district funds.  The Business 

Office has developed this information to outline procedures, which will allow for a clear 

accounting trail.  The cooperation of all employees is essential if the WACO Community School 

District is to obtain the maximum value for each tax dollar spent.  While this guide does not 

answer all questions related to purchasing and accounting procedures, it does provide the 

foundation for a sound financial management system. 

 

Please keep in mind that we make every effort to handle things efficiently and simply while still 

following the stringent laws given to us in the Code of Iowa.* 

 

 

 

 

 



 

PURCHASE ORDERS 
When ordering merchandise from a vendor, a purchase order must be used.  All orders must be 

approved in advance by submitting the requisition to the building Principal, and then further 

approved by the Superintendent before the order may be placed.  The business office is 

responsible for actually placing the order with the vendor AFTER the purchase order has been 

approved.  If the situation is preferable for the employee to place the order following 

superintendent approval, please contact the business office with this request. 

 

In preparing requisitions, all items to be ordered from one vendor should be put on one 

requisition, thus limiting the amount of paper work handled.  By the same token, when 

purchasing several related items but from different vendors, a separate requisition should be 

prepared for each vendor.  

 

No personal items should ever be bought using a district requisition or purchase order. In 

addition, all items requisitioned must be shipped to a district location.  No items should be 

shipped to a personal residence. 

 

The online purchase order program can be found at: 

http://ereqs.datateam.com 
 

1. Enter your user name and password.  You shouldn’t have to worry about capital 

letters as this system isn’t case sensitive. 

2. The welcome screen appears.  Click on your assigned building (written in red). 

3. Next you will see a WACO header page with your building name and three tabs: 

Setup, E-notes, and Procurement.  Set-up is where you make changes to your user 

profile.   E-notes is an internal e-mail program. Procurement is where you go to 

submit a purchase requisition. 

4. Click on the Setup tab. 

5. Click on ―Maintain my member profile‖. 

6. Scroll down to ―Password‖.  Type in the current password you used to log in and the 

new one you want to use. Scroll down to the ―update‖ box and click on it to update 

your password change. 

7. Click on the ―Procurement‖ tab to create a purchase order. If you are ordering 

multiple items from a vendor, you need to be sure to click on ―add item‖ after each 

line. Once you have entered all the information click ―Submit Requisition‖. The 

requisition will be sent to your building principal for approval. 

 

Our current vendors (suppliers) are already in the program.  But, if you don’t see a vendor you 

want to use, email Central Office and they can add it for you. 

 

SCHOOL SPECIALTY 

The only exception to using the Ereq program is when orders are being placed with School 

Specialty. All SS orders must be placed on their website, www.schoolspecialtyonline.com.  This 

site has the same approval chain as the ereq program, but affords our district a substantial 

discount for shopping online.  A user name and password are required for this site, and new 

employees may obtain that information from the central office.   

 

 

 

 

http://ereqs.datateam.com/
http://www.schoolspecialtyonline.com/


RECEIVING ITEMS ORDERED 

When the merchandise is delivered to the school, it will be checked in by office personnel and 

distributed to the appropriate staff member.  Upon receipt of the merchandise, staff should turn in 

any packing slip to the Business Office after checking in each item on the order and marking it 

received.  If additional items from the same purchase order are being shipped at a later date, 

please note that on the packing slip before you submit it to the Business Office.   

 

If you know that some items on the purchase order will not be received (item discontinued or you 

cancelled the order), be sure to write that on the packing slip or a copy of the original purchase 

order prior to submitting it to the Business Office for payment. This will allow the Business 

Office to close the purchase order for those items you will not receive.   

If, for some reason, there is no packing slip with your package, please email central office to 

confirm receipt of your order.   

 

INVENTORY 

An updated inventory of all classroom items needs to be submitted to the building Principal at the 

end of each school year.  If items over $500 are purchased throughout the year, they must be 

marked with an inventory sticker.  Stickers are available in the central office.  Periodic checks of 

inventory will be performed by the Administration throughout the school year to be sure that 

items are accounted for.   All incidents involving lost, stolen, or damaged equipment must be 

reported to the building Principal immediately. 

 

ISSUANCE OF CHECKS 

Payment is not initiated until the invoice (bill), approved purchase order and packing slip are 

matched at the Business Office.   All documentation must be received before the bill can be paid.  

Please process the packing slips and check in delivered merchandise as quickly as possible to 

avoid late fees from the vendor. 

 

After all documentation is received, the Business Office will enter the invoice into the computer 

accounting system to be paid.  All bills will be presented to the School Board for approval at their 

next regular meeting.  After approval by the School Board, the check will be prepared and sent to 

the vendor.  All necessary documentation (requisition, purchase order, packing slip, and invoice) 

will be attached to the check stub and filed by vendor in the Business Office.  Checks will be 

distributed the day following the board meeting.   

 

ACTIVITY FUND CHECKS 

All purchases and expenditures must show ñpublic purposeò.  All activity fund money belongs to 

the public and is controlled by the Board of Directors.  It is not personal spending funds of the 

individual group or sponsor.  If you have questions as to the appropriate expenditures in activity 

funds, please contact the Central Office.   

 

Under NO circumstance should a coach or sponsor open a private checking account to collect and 

distribute money for their sport, club, or organization.  Money in the activity fund MUST be 

accounted for and go through the same procedures as any other money the school receives and 

spends.   

 

Check requests for merchandise being paid for out of the activities fund will be handled the same 

as mentioned before.  The Activities Director must submit purchase orders for officials prior to 

the start of the sportsô season.  The request should include dates of all activities, names of 

officials, and the amounts to be paid to each official.  Once approved by the School Board, checks 

will be cut and given to the Activities Director.  The Activities Director will provide payment 



directly to the contracted officials on the date of the activity.  No official should be paid in 

advance.   

 

REIMBURSEMENTS 

Occasionally it may be necessary for an employee to go and purchase an item for the District with 

personal funds and then be reimbursed by the District.  Reimbursement situations are seldom 

needed, as purchase orders are readily accepted at district approved vendors in nearly all 

situations.  If at all possible, arrangements should be made for the District to pay the vendor 

directly.   In these cases, the employee MUST have prior approval from an administrator.    

 

When requesting reimbursement for items purchased, the receipt must be attached to the 

reimbursement form.  Expenses that have no receipt will not be considered.  A cancelled 

check is not a receipt. The receipt must meet the following criteria: 

 

Å Must be an original receipt (no copies). 

Å Must show the cost of each item purchased. 

Å Must show the total amount of the purchase. 

Å Must show the amount paid. 

Å Must show that no amount is outstanding. 

Å Must show the name of the vendor. 

 

NOTE: It is not acceptable to submit an invoice with a written ñpd. by check number XXX.ò We 

must have clear documentation on the receipt of payment and clear documentation that no amount 

is outstanding. The vendor receipt must clearly indicate the total charge, the total paid, and a ñ0ò 

in the amount due column. (The ñ0ò due must be part of the receipt, not created by just crossing 

out the amount due.) 

 

Meal expenses for meetings or travel not requiring an overnight stay will not be reimbursed.  

According to IRS guidelines, this would be taxable income and therefore we will not reimburse 

these meals. 

 

No checks will be written to an employee in advance of a purchase.   

 

COLLECTION AND DOCUMENTATION OF RECEIPTS 

Schools receive money from parents, patrons, students and personnel for various items. Teachers, 

teacher assistants, coaches, or other individuals designated by the principal may collect monies 

from pupils for approved fund raisers and activities.  All monies received by a school employee 

are subject to the operating procedures as described in this manual and must be turned in to the 

Office Secretary.  This includes all student activity funds.   

 

All monies received must be accounted for and handled appropriately and promptly. All schools 

and programs receipting money are required to have a safe and secure location for all money in 

their possession.  

 

All monies and proper documentation should be delivered timely for deposit in the district 

accounts. The amounts and documentation must be totaled and should be turned into the Office 

daily.   No money is to be kept by employees over night in classrooms, desks, file cabinets etc.   

The building secretary will issue a receipt for amounts received.   
 

 

 

 



 

WACO COMMUNITY SCHOOL DISTRICT 
 

 

EMPLOYEE ACKNOWLEDGEMENT FORM 

 

 
This Employee Handbook is intended to serve as a guide to the policies, procedures, and 

daily operations of the WACO School District.   

 

Nothing in this handbook is intended to create or imply any contract rights.  Furthermore, 

the information within this document does not supersede or eliminate the WACO 

Education Association Master Contract, the WACO Education Support Association 

Master Contract, or the WACO Board of Education Policy Manual.   

 

I acknowledge this handbook and I understand that it is my responsibility to read and 

comply with the provisions contained within it. 

 

 

 

_______________________________   
                 Employee’s Name (Printed) 

 

 

 

_____________________________________   ________________________ 

                   Employee’s Signature             Date 

 

 
 

 

 

 

 

 

 

 


