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Introduction 
 

This manual has been codified into twelve major categories of school operations using the NEPN classification system.  

The Hancock County Board of Education has adopted these policies and procedures which are intended to guide the 

county administrators, and professional and service personnel in the conduct of their contracted responsibilities.  It is 

expected that all employees will be regularly oriented to Board policies and procedures by unit administrators, 

supervisors and directors. 

 

These policies and procedures shall also be an informative resource for the students and citizens of Hancock County who 

seek specific information about their school system. 

 

Policies are in 11pt font Times Roman with two exceptions: the name of the policy appears in bold, underlined 12pt font 

Times Roman and the declaratory statement following each section of policy dates appears in italicized 10pt Times 

Roman. 

 

Major divisions include the following categories: 
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File A: Foundations and Basic Commitments 

File B:  School Board Governance and Operations 
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Clicking on the chapter title will allow the reader to access the various chapters of this manual and an automatic link will 

take you to a Table of Contents for that chapter.  You may then click on the title of the policy of interest and the 

automatic link will take you to that location.  When you have completed your research, you may return to the Table of 

Contents by clicking on the Back to Table of Contents link.   
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A POLICY STATEMENT OF 
 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

SCHOOL DISTRICT LEGAL STATUS 

 
A school district shall include all the territory in one county. Existing magisterial school districts and sub-districts and 

independent districts are abolished. (W.Va. Code §18-1-3)   

 

Each county school district shall be under the supervision and control of a county board of education, which shall be 

composed of five members, nominated and elected by the voters of the respective county without reference to political 

party affiliation. No more than two members shall be elected from the same magisterial district. (W.Va. Code §18-5-1)  

 

 

Date Adopted:   10/26/15 

Date Amended: 

Date Reviewed: 
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The above Policy Statement is an integral part of the Official Policy manual of this Board of Education as of the date shown adopted 
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A POLICY STATEMENT OF 
 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

NONDISCRIMINATION/EQUAL OPPORTUNITY/HUMAN RELATIONS 

 
The Hancock County Board of Education supports the concept of Equal Education Opportunity for all students and equal 

employment opportunity for employees as being essential to education in the public schools of our county. It is the intent 

of the Board of Education to equalize educational and employment opportunities throughout the District. 

 
The Congress in enacting the Civil Rights Acts of 1964 and The Educational Amendments of 172, determined that, “No 

person in the United States shall on the basis of race, age, sex, color, creed or religious sect, be excluded from 

participation in, be denied the benefits of, or be subjected to discrimination under any educational program or activity 

receiving Federal financial assistance.” 

 

The policies and rules and regulations of the Board shall be applied without regard to race, color, creed, national origin, 

sex, marital status, age, handicapping condition, or membership in any employee organization. 

 

The Board shall comply with the The Every Student Succeeds Act. 

 

The Board’s actions shall at all times be consistent with all laws of the state and federal government, and be consistent 

with administrative rulings and regulations. 

 

The Board of Education hereby declares its intention to comply with Title IX of the 1972 Education Amendments. Any 

student, employee, or job applicant who believes that he/she has been discriminated against may seek remedy through the 

Title IX administrator of the Board of Education. 

 

 

Date Adopted:  11/23/15 

Date Amended:  3/14/16 

Date Reviewed:  
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The above Policy Statement is an integral part of the Official Policy manual of this Board of Education as of the date shown adopted 
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A POLICY STATEMENT OF 
 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

RACIAL, SEXUAL, RELIGIOUS/ETHNIC HARASSMENT/VIOLENCE POLICY 

 
This policy has legal basis in WV Constitution Article XII; WV Code 18-2-5, 18-2-5a and 18-2-7b; Title VII of the U.S. 

Civil Rights Act of 1964: Title IX of the Education amendments of 1972: EEO Guidelines, 29 C.F.R. Section 1604.11 

and other relevant policies of the WV Board of Education and the Regional Education Service Agency VI (RESA-6). 

It is the policy of the Hancock County Board of Education that the dignity of each human considered in all school system 

activities, and that it is our responsibility to provide and maintain learning and working environment that is free from 

racial, sexual or religious/ethnic harassment, intimidation, bullying or violence. 

 

Any act of harassment, intimidation or violence involving students or staff is a violation of this policy and shall not be 

tolerated by the Hancock County Board of Education. 

 

Definitions 

 

1. Sexual Harassment consists of unwelcome sexual advances, requests for sexual favors, sexually motivated 

physical contact and other inappropriate verbal or physical conduct or communication of a sexual nature when 

made by any member of the agency staff  or by a student when: 

 

 submission to or rejection of such conduct or communication is made a term or condition, either explicitly 

or implicitly, of obtaining or retaining employment or obtaining education; or  

 submission to or rejection of such conduct or communication by an individual is used as a basis for 

academic or employment decisions affecting that individuals employment or education; or   

 such conduct or communication has the purpose or effect of substantially interfering with an individual’s 

academic or professional performance or creating an intimidating, hostile or offensive employment or 

educational environment. 

 

     Sexual harassment may include, but is not limited to the following: 

 

 unwelcome verbal harassment or abuse in matters pertaining to sexuality including sexual rumors or name 

calling, peer and same sex harassment; 

 unwelcome pressure for sexual activity; 

 unwelcome touching, patting, physical contact, grabbing or punching; 

 unwelcome sexual behavior or words with demeaning implications or  gestures; 

 unwelcome demands for sexual favors accompanied by promises (implied or overt) of preferential treatment 

with regard to employment or educational status; 

 unwelcome behavior, verbal or written words or symbols directed at an individual because of gender; 

 the use of authority to emphasize the sexuality of a student in a manner that prevents or impairs the student’s 

full enjoyment of educational benefits, climate or opportunities; 

 unwelcome suggestive or obscene letters or notes, dehumanizing graffiti; 

 the display of suggestive pictures, cartoons, or objects; 

 the use of threats or demands for sexual favors; 

 the use of inappropriate comments about one’s body; dirty jokes or stories; dehumanizing graffiti; display of 

         suggestive cartoons or objects; or 

 the use of assault or attempted assault which is gender based. 

 

 

Page 1 of 7 



 

File:  ACA 

 

2. Racial Harassment consists of physical, verbal, or written conduct relating to a person’s race when the conduct: 

 

 has the purpose or effect of creating an intimidating, hostile or offensive working or academic environment; 

 has the purpose or effect of substantially or unreasonably interfering with an individual’s work or academic  

performance; or 

 otherwise adversely affects an individual’s employment or academic opportunities. 

 

Racial Harassment may include but is not limited to: 

 

 use of demeaning language with racial connotations 

 use of language or gestures which imply inferiority of a race 

 gestures or words that are disrespectful to a race or individual (jokes are included) 

 ignorance or intolerance of cultural differences 

 

3. Religious /Ethnic Harassment consists of physical, verbal or written conduct which is related to an individual’s 

religion or ethnic background when the conduct: 

 

 has the purpose or effect of creating an intimidating, hostile or offensive working or academic environment;  

 has the purpose or effect of substantially or unreasonably interfering with an individual’s work or academic 

performance; or 

 otherwise adversely affects an individual’s employment or academic opportunities. 

 

Religious/Ethnic Harassment may include but is not limited to: 

 

 use of demeaning language with religious or ethnic connotations 

 use of language or gestures which imply inferiority of a religious or ethnic group 

 gestures or words that are disrespectful to a religion or ethnic group or individual (jokes are included) 

 

4. Sexual Violence is a physical act of aggression or force or threat thereof which involves the touching of another’s 

intimate parts, or forcing a person to touch any person’s intimate parts.  Intimate parts include the primary genital 

area, groin, inner thigh, buttocks or breast, as well as the clothing covering these areas. 

 

Sexual violence may include, but is not limited to: 

 

 touching, patting, grabbing, or pinching another person’s intimate parts whether of the same sex or the 

opposite sex; 

 coercing, forcing or attempting to coerce or force the touching of anyone’s intimate parts; 

 coercing, forcing or attempting to coerce or force sexual intercourse or sexual act on another; or 

 threatening to force or coerce sexual acts, including touching of intimate parts or intercourse, on another:  

 threatening or forcing exposure of intimate apparel or body parts by removal of clothing. 

 

5. Racial Violence is a physical act of aggression or assault upon another because of, or in a manner reasonably 

related to race. 

 

6. Religious/ Ethnic Violence is a physical act of aggression or assault upon another because of, or in a manner 

reasonably related to, religion or ethnicity. 

 

7. Harassment, intimidation or bullying is any intentional gesture, or any intentional written, verbal or physical act 

or threat that a reasonable person under the circumstances should know will have the effect of: 

 harming a student;  

 damaging a student’s property; 
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 placing a student in reasonable fear of harm to his or her person; and/or  

 placing a student in reasonable fear of damage to his or her property, or sufficiently severe, persistent or 

pervasive that it creates an intimidating, threatening or abusive educational environment for a student. 

 

8. Assault is an act done with intent to cause fear in another of immediate bodily harm or death; the threat to do 

bodily harm to another with present ability to carry out the threat.  

 

Extent of Coverage 

 

Any form of harassment, intimidation, or bullying observed by a student or school personnel must be reported to the  

building principal. A school employee, student or volunteer is individually immune from a cause of action for damages 

arising from reporting said incident, if that person: 

 

 In good faith, reports an incident or harassment, intimidation or bullying; 

 Makes a report to the appropriate school official as designated by this policy; and 

 Makes the report in compliance with the procedures as specified in policy. 

 

This policy applies to: 

 

 any student, staff member or member of the public during any school related activity or during any education-

sponsored event, whether in a building or other property used or operated by a county board of education; 

 individuals attending any school, school-system sponsored event, regardless of location; and 

 any individual or group conducting official business within the service area. 

 

Building facilities and other property of the school system shall not be leased or lent to any individual or organization in 

violation of this policy. 

 

Any individual or organization working in cooperation with the school-system, including but not limited to mentoring, 

“co-op,” shadowing programs, internships and volunteers, are required to abide by this policy. 

 

Complaint Procedures/Investigation 

 

Any person who believes he or she has been the victim of sexual harassment, bullying, intimidation, or harassment by a 

student or an employee of the school district must report the alleged acts immediately to an appropriate school district as 

designated by this policy.  The local Board of Education encourages the reporting party or complainant to use the report 

form available from the building principal, the County Board of Education office. 

 

In Each School Building:  The building principal or assistant principal (hereby referred to as the principal) is the person 

responsible for receiving oral or written reports of a complaint, the principal must see that the complaint is committed to 

writing before the close of the next working day.  The principal will also develop and implement a strategy for protecting  

a victim from additional harassment, intimidation or bullying.  

 

If the complaint is against a student enrolled in the school, the principal will investigate the complaint within ten (10) 

school days and submit a written report of the investigation and its findings to the Title IX Coordinator.  If the principal 

determines that the accused party has violated this policy, the principal will notify parents and take disciplinary action as 

outlined in the code-of-conduct or School Discipline Guidelines. 

  

Complaints involving sexual harassment of a student by an employee must be reported immediately to the 

Superintendent.  If the complaint is against the employee, the principal will notify the Human Rights Officer who will 

conduct the investigation.  The Human Rights Officer will prepare a report from the facts gathered from the investigation 

and present it to the Superintendent for his/her review and recommendations. 
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District Wide:  The County Board hereby designates its Title IX Coordinator as the Board’s Human Rights Officer to 

receive complaints of sexual harassment from any individual, employee, or victim of sexual harassment, and also from 

the building principal(s) as outlined above.  If the complaint involves the Human Rights Officer or a supervisor, the 

complaint can be filed with the Assistant Superintendent, or the Superintendent, who shall then be responsible for the 

investigation and recommendation described in Section VI of this policy. 

 

Reporting sexual harassment and the subsequent filing of a complaint will not affect future employment decision, grades, 

or work assignments of the person who makes the complaint or report. 

 

Although use of formal reporting forms is not mandatory, when possible, individuals should use those forms provided to 

document a complaint. 

 

Confidentiality of the filing of complaints, the identity of subjects and witnesses of any complaint and of any action taken 

as a result of such complaint is essential to the effectiveness of this policy.  Only those individuals necessary for the 

investigation and resolution of the complaint shall be given information about it.  Therefore, the right of confidentiality of 

complaints, subjects, witnesses, and investigators will be vigorously protected and violations of such confidentiality may 

itself be grounds for disciplinary action. 

 

Timelines for Investigation and Recommendation 

 

A complete investigation of any student-related incidents as described in Section IV shall be conducted within 10 school 

days after the complaint is filed unless exceptional circumstances require additional time.  The following steps should be 

followed in conducting the investigation of alleged sexual harassment of a student by an adult employee of the school 

district.  The investigator or investigating party shall provide a written report on the school district form designated 

within five working days after the completion of the investigation.  A copy of the report will be forwarded to the Human 

Rights Officer. 

 

The recipient of a complaint or any employee who knows or reasonably believes that a student has been the victim of 

sexual harassment is responsible to ensure that the complaint and relevant information is reported to the principal or 

designee. 

 

1. The complaint must be placed in writing by either the complainant, recipient of the complaint, principal, or 

designee using the designated complaint form. The completed form shall be submitted to the Title IX Coordinator 

by the principal within two school days. 

2. The person accused of the harassment shall be notified promptly of the investigation after the complaint is placed 

in writing or the investigator otherwise determines there are reasonable grounds to believe an incident of 

harassment has occurred.  The investigator will advise the accused that, as per this policy (section V.F), there will 

be no retaliation against the reporter of the harassment or others testifying or involved in the investigation. 

3. A full, confidential interview with the complainant by an investigator not employed at the school site, shall be 

promptly initiated.  Unless the complainant is eighteen (18) years or older, the complainant must have a 

parent/guardian present or consent given for the interview. 

4. The investigator shall obtain in writing or reduce the response to writing and provide the complainant with a 

summary for signature of the contents of the allegations, the names of any witnesses and supporting documents 

and evidence. 

5. The investigator should confirm whether the appropriate reports were made to the police and/or child protective 

services and if any immediate need exists for the complainant including scheduling changes or counseling. 

6. The investigator will individually interview any witnesses identified with each witness directed to keep the 

matter confidential.  The investigator will, at the end of each interview, advise the complainant or witness that no 

persons should retaliate as per Section V.F. of this policy.  Additionally, the complainant and witness will be 

advised to promptly report any specific action of retaliation to the investigator. 

7. The accused employee will be interviewed by the investigator once all witnesses identified by the complainant 

have been interviewed and supporting documents or evidence gathered. 
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8. The accused employee shall be provided, at the time of the interview, the harassment policy and the procedures 

for the investigation of allegations under that policy. 

9. The investigator shall question the accused regarding the alleged allegations and obtain the names of any 

witnesses and supporting documents and evidence.  The response must immediately be reduced to writing and a 

summary for signature provided to the accused.  The accused may be given an opportunity to provide a hand 

written statement of events. 

10. The accused and all witnesses will be advised that the matter should remain confidential with the exception of the 

accused’s right to discuss the matter with a hearing representative or attorney and that retaliation is prohibited. 

11. Once all identified witnesses have been interviewed and all supporting documents or evidence gathered, the 

investigator shall provide a written report with accompanying documentation to the Title IX Coordinator and 

Superintendent.  The report shall summarize the allegations, describe the basis for the investigator’s conclusions 

and set forth recommended action.  The scope of the investigation should be documented even if the result is 

inconclusive. 

12. The investigation shall continue until concluded and a report submitted despite student hesitancy or the 

resignation or retirement of the accused. 

13. The investigator shall assemble an investigative file maintained in a secure and confidential manner by the Title 

IX Coordinator with the Superintendent and General Counsel having the right and authority to review the file.  

The file shall contain the time line or activity log maintained by the investigator detailing dates, times or activity 

undertaken in the investigative process. 

14. Any student guilty of harassing, intimidating or bullying will be subject to the Hancock County Schools Code of 

Conduct. 

 

A complete investigation of any employee-related incidents as described in Section IV shall be conducted as soon as 

reasonably feasible after the complaint is filed unless exceptional circumstances require additional time.  The investigator 

shall provide a written report within five working days after the completion of the investigation to the Superintendent of 

Schools.  If the Superintendent is the subject of the complaint, the report will be submitted to the President of the Board 

of Education. 

 

1. The complaint must be placed in writing by either the complainant, recipient of the complaint, principal, or 

designee using the designated complaint form.  The completed form shall be submitted to the Title IX 

Coordinator by the principal within two school days. 

2. The person accused of the harassment shall be notified promptly of the investigation after the complaint is placed 

in writing or the investigator otherwise determines there are reasonable grounds to believe an incident of 

harassment has occurred.  The investigator will advise the accused that, as per this policy (section V.F), there will 

be no retaliation against the reporter of the harassment or others testifying or involved in the investigation. 

3. A full, confidential interview with the complainant by an investigator not employed at the school site, shall be 

promptly initiated.   

4. The investigator shall obtain in writing or reduce the response to writing and provide the complainant with a 

summary for signature of the contents of the allegations, the names of any witnesses and supporting documents 

and evidence. 

5. The investigator should confirm whether the appropriate reports were made to the police or appropriate 

authorities and if any immediate need exists. 

6. The investigator will individually interview any witnesses identified with each witness directed to keep the 

matter confidential.  The investigator will, at the end of each interview, advise the complainant or witness that no 

persons should retaliate as per Section V.F. of this policy.  Additionally, the complainant and witness will be 

advised to promptly report any specific action of retaliation to the investigator. 

7. The accused employee will be interviewed by the investigator once all witnesses identified by the complainant 

have been interviewed and supporting documents or evidence gathered. 

8. The accused employee shall be provided, at the time of the interview, the harassment policy and the procedures 

for the investigation of allegations under that policy. 

9. The investigator shall question the accused regarding the alleged allegations and obtain the names of any  
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witnesses and supporting documents and evidence.  The response must immediately be reduced to writing and a 

summary for signature provided to the accused.  The accused may be given an opportunity to provide a hand 

written statement of events. 

10. The accused and all witnesses will be advised that the matter should remain confidential with the exception of the 

accused’s right to discuss the matter with a hearing representative or attorney and that retaliation is prohibited. 

11. Once all identified witnesses have been interviewed and all supporting documents or evidence gathered, the 

investigator shall provide a written report with accompanying documentation to the Title IX Coordinator and 

Superintendent.  The report shall summarize the allegations, describe the basis for the investigator’s conclusions 

and set forth recommended action.  The scope of the investigation should be documented even if the result is 

inconclusive. 

12. The investigation shall continue until concluded and a report submitted despite hesitancy or the resignation or 

retirement of the accused. 

13. The investigator shall assemble an investigative file maintained in a secure and confidential manner by the Title 

IX Coordinator with the Superintendent and General Counsel having the right and authority to review the file.  

The file shall contain the time line or activity log maintained by the investigator detailing dates, times or activity 

undertaken in the investigative process. 

 

To ascertain whether alleged behavior constitutes sexual harassment, consideration will be given to the situation, the 

nature of the sexual advances, the relationships between the parties involved, and the conditions in which the alleged 

incidents occurred.  The investigation may consist of personal interviews with the complainant, the individual(s) against 

who the complaint is filed, and others who may have knowledge of the alleged event(s) that prompted the complaint.  The 

investigation may also incorporate other procedures and/or records that may be necessary to complete the investigation.   

School officials may, if necessary, take immediate steps to protect the individual(s) making the complaint prior to the 

completion of their investigation. 

 

The rights to confidentiality, both of the complainant and of the accused, will be respected consistent with the 

school district’s legal obligation, and with the necessity to investigate allegations of misconduct and to take 

corrective action when this conduct has occurred. 

 

A complainant may use an alternative complaint procedure where applicable - including filing charges with the West 

Virginia Human Rights Commission, EEOC, DHHR, initiating civil action or seeking redress under the state criminal 

statues and/or federal law. 

 

The Hancock County Board will take appropriate action against any pupil, teacher, administrator or other school 

personnel who retaliates against any person who reports alleged religious/ethnic, racial or sexual harassment or violence 

or any person who testifies, assists or participates in an investigation, or who testifies, assists or participates in a 

proceeding or hearing relating to such harassment or violence.  Retaliation includes, but is not limited to, any form of 

intimidation, reprisal or harassment.  The board will take appropriate action against any pupil, teacher, or administrator or 

other school personnel who falsely reports religious/ethnic, racial, or sexual harassment. 

 

Action and Reporting 

 

Upon receipt of a report substantiated by the investigation, the county superintendent or the Hancock County Board of 

Education will take appropriate action against those found to have violated this policy.  Such action may include, but is 

not limited to, warning, suspension, exclusion, expulsion, termination and revocation of licensure. 

 

The county superintendent or the Hancock County Board of Education shall also initiate such other action as is 

appropriate to ease tensions and to affirm the values of respect and understanding. 

 

The county superintendent or the Hancock County Board of Education shall immediately file a report with the West 

Virginia Department of Education of all reports of harassment or violence when investigation shows that harassment or 

violence did occur and all action taken in response to the incident. 
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Prevention Programs 

 

Hancock County Board of Education will develop and implement an education program for each programmatic level, K-

4, 5-8, and 9-12, which includes character education as well as a program for all faculty and staff.  The programs, at a 

minimum must: raise awareness of the different types of harassment, how it manifests itself, it’s devastating emotional 

and educational consequences, and its legal consequences.  In addition, multicultural education programs will be 

developed and implemented for faculty, staff and students to foster an attitude of understanding and acceptance of 

individuals from a variety of cultural, ethnic, racial, and religious backgrounds. 

 

Dissemination of Policy and Training 

 

This policy or a summary shall be conspicuously posted throughout each agency’s facilities in areas accessible to pupils 

and staff members and shall appear in the student and staff handbooks; if no handbook is available, a copy will be 

distributed to all students, faculty, and staff. 

 

Hancock County Board of Education will develop and implement training for students and staff on these regulations and 

on means for effectively promoting the goals of this policy. The policy shall be reviewed at least bi-annually for 

compliance with state and federal law and state board of education policy. 

 

 

Date Adopted:  2/28/94 

Date Amended:  9/11/95; 10/27/97; 11/13/00; 6/24/02; 7/07/03; 12/17/07 

Date Reviewed:  11/23/15 
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The above Policy Statement is an integral part of the Official Policy manual of this Board of Education as of the date shown adopted 
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HANCOCK COUNTY SCHOOLS  

HARASSMENT/BULLYING COMPLAINT FORM 

STUDENT COMPLAINT 

 

 

Name:       ______  Date:      

 

School:            _____________ 

 

Specifically, who was responsible for the harassment?       _____________  

 

             _______ 

 

Describe the harassment.          _______ 

 

             _______ 

 

             _______ 

 (Attach additional pages if necessary.) 

 

Date(s), time(s), and place(s) the harassment occurred.      _____________ 

 

 

Were there other individuals involved in the harassment?     Yes_________   No________ 

 

If so, name the individual(s) and what their role was.                                                                       

 

 

Did anyone witness the harassment?        Yes__________ No__________ 

 

If so, name the witnesses.          _______ 

 

 

What was your reaction to the harassment?        _______ 

 

             _______ 

 

             _______ 

 

 

Describe any prior incidents?          _______ 

 

             _______ 

 

             _______ 

 

 

 

 

 

___________________________________________________________ ___________________________ 

 

Signature of Complainant or Parents/Legal Guardians                 Date 
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HANCOCK COUNTY SCHOOLS 

HARASSMENT COMPLAINT FORM 

EMPLOYEE COMPLAINT 

 

 

Name:                                                                                   Date:     _________ 

                                                   

School or Building:  ___           ___ 

 

 

Specifically, who was responsible for the harassment?      ________________ 

 

 

Describe the harassment.          _________ 

             _________ 

             _________ 

 (Attach additional pages if necessary.) 

 

Date(s), time(s), and place(s) the harassment occurred.      ________________ 

             __________ 

             __________ 

 

 

Were there other individuals involved in the harassment?     Yes_________   No________ 

 

If so, name the individual(s) and what their role was.       

              

              

 

 

Did anyone witness the harassment?   Yes__________ No__________ 

 

If so, name the witnesses.           

              

 

 

What was your reaction to the harassment?         

              

              

 

 

Describe any prior incidents?           

              

              

 

 

 

 

__________________________________________________ _________________________________ 

Signature of Complainant     Date 

 

 

Incident Identification Reference          
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HANCOCK COUNTY SCHOOLS 

ADMINISTRATIVE INVESTIGATION FORM 

for HARRASSMENT COMPLAINTS 

 

 

Incident Identification Reference:          

   (Case number identification as determined by county) 

 

Date Complaint Filed:            

 

Date of Investigation:            

 

Facts Determined in Investigation           

               

               

               

               

               

               

               

               

         

 

 

Recommended disciplinary action           

               

          

 

 

Date of follow-up conference with complainant:        

 

 

Results of conference             

               

          

 

 

Other recommended action            

               

          

 

 

 

 

 

 

Signature of Administrator           

 

Date__________________________________________________________ 
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A POLICY STATEMENT OF 
 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

RESOLUTION OF DISCRIMINATION COMPLAINTS 
Grievance Procedure  

 

Any employee of the Hancock County Board of Education who believes s/he has been discriminated against, denied a 

benefit, or excluded from participation, in any district education program or activity on the basis of Title VI of the Civil 

Rights Act of 1964, Title IX of the Education Amendment Act of 1972, Section 504 of the Rehabilitation Act of 1973 

and Americans with Disabilities Act of 1990 in violation of Hancock County policies, may file a written complaint with a 

compliance administrator, the Director of Student Services or the Director of Special Education.  

 

Informal Procedure 

 

The complainant shall discuss the concern with a compliance administrator, who shall in turn investigate the complaint 

and reply to the complainant in writing within five (5) school/business days. If this reply is not acceptable to the 

complainant, s/he may initiate formal procedures according to the steps listed below.   

 

Formal Grievance Procedure 

 

Step 1:  The complainant shall prepare and sign a written statement of the grievance. The  

grievance shall be presented to a compliance administrator within five (5) school/business days of receipt of 

the written reply to the informal complaint. The compliance administrator shall further investigate the 

grievance and reply in writing to the complainant within ten (10) school/business days.  

Step 2:  If the complainant wishes to appeal the decision of the compliance administrator, s/he may submit a signed 

statement of appeal to the Hancock County Schools’ Assistant Superintendent within five (5) school/business 

days after receipt of the compliance administrator’s response to the grievance. The Assistant Superintendent 

shall meet with all parties involved, formulate a conclusion, and respond in writing to the grievance within ten 

(10) school/business days.  

Step 3:  If the complainant remains unsatisfied, s/he may appeal through a signed, written statement to  

the Hancock County Board of Education within five (5) school/business days of his/her receipt of the Assistant 

Superintendent’s response to Step 2. In an attempt to resolve the grievance, the Board shall meet with the 

concerned parties and their representatives at the next regular Board meeting or within fifteen (15) 

school/business days of the receipt of such an appeal. A copy of the Board's disposition of the appeal shall be 

sent by the Board Secretary to each concerning party within ten (10) school/business days of this meeting. 

Step 4: If, at this point, the grievance has not been satisfactorily settled, further appeal may be made  

within 30 days to the West Virginia Human Rights Commission, 1321 Plaza East, Suite 108A Charleston, WV 

25301, or other appropriate state or federal human rights agencies. 

 

Maintenance of Grievance Records 

  

The Assistant Superintendent shall keep records of all formal and informal complaints for the purpose of documenting 

compliance and past practices. The records shall include information on all levels of the complaint and any appeals. The 

records shall include:  

1. The name of grievant or complainant and his/her title or status.  

2. The date of the grievance was filed.  
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3. The specific allegation made and any corrective action requested by the grievant.  

4. The name(s) of the respondents.  

5. The levels of processing followed, and the resolution, date and decision making authority at each level.  

6. A summary of facts and evidence presented by each party involved.  

7. A statement of the final resolution and the nature and date(s) of any corrective or remedial  

 

 

Date Adopted:  11/23/15 

Date Amended:  3/14/16  

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

EDUCATIONAL PHILOSOPHY OF HANCOCK COUNTY SCHOOLS 

 
The Hancock County Board of Education recognizes that the primary purpose of its public schools is to provide a basic 

educational program, with quality instruction, from which all students may acquire academic, social, and vocational skills 

to their maximum potential. Each child should be provided with a stimulating environment and opportunities for learning 

experiences designed to promote intellectual and behavioral development that will effect continuing personal growth and 

satisfactory adjustment to life. 

 

The Board believes that it has a shared commitment with parents and institutions of the community to provide an 

appropriate comprehensive educational program which focuses on the uniqueness and special needs of all students as 

individuals. Together, they should reinforce desirable moral, spiritual, and ethical values which develop competent, 

responsible, self-sufficient, and worthwhile citizens. Our programs should stress the importance of cultivating receptivity 

to change and firmly implanting a lifelong commitment to learning in order to foster, and ultimately achieve, individual 

responsibility and independence in our dynamic, democratic and technological society. 

 

It is the intent of the Board that this philosophy serve as a foundation for developing system-wide objectives for 

administrative and classroom leadership with vision and qualifications for promoting the attainment of a quality 

educational program. 

 

Furthermore, the Hancock County School System declares its commitment to a quality education.  

 

The Hancock County Schools Core Beliefs are that: 

 

1. Education is a partnership among home, school, and the community.  Communication among all three is 

vital for children to achieve success in school. 

2. Parents are their child’s primary role model, but recognize that the child’s education is everyone’s 

responsibility. 

3. Every child has value and that a school culture that promotes the worth of every student is fundamental 

for learning. 

4. Our schools must operate in a safe, orderly climate that is conducive to learning for all. 

5. All schools must have strong leaders who are committed to excellence and continuous improvement. 

6. The curriculum must set high expectations and be rigorous, relevant and challenging. 

7. Schools must be supportive of change and innovation to meet the demands of a changing society. 

8. All children must be afforded the opportunity to learn and to succeed. 

9. Students must develop lifelong learning skills to become productive members of society. 

 

Mission Statement 

 

Hancock County Schools’ mission is to afford all students the academic and social skills necessary to become 

productive members of society. 

 

 Goals 

 

l. Students will be academically prepared for further educational endeavors (college, technical school.)  

2.  Students will be technically employable in a global economy. 
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3.  Students will be socially aware, responsible and accountable. 

4.  Students will be healthy citizens (i.e., fitness awareness, community health issues, wellness.) 

5.  Students will be functionally literate. 

6.  All students will meet or exceed state academic standards. 

7.  All students will graduate high school. 

 

 

Date Adopted:   9/11/89  

Date Amended:  9/11/95; 7/16/01; 10/10/05; 4/08/13; 3/14/16 

Date Reviewed:   11/23/15 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

SCHOOL BOARD OPERATIONAL GOALS 
 

The Board is responsible to the people of Hancock County and therefore should attempt to reflect the opinion of the 

community. However, school board members must look to the future more clearly than is required of the average citizen. 

The results of many of the decisions and actions of the Board will not be realized at once, but will set the course of 

education for future years. The Board should fearlessly support those educational philosophies and procedures needed to 

promote an adequate education for Hancock County based upon the needs of the student population. 

 

Additionally, the Board's specific Operational goals are: 

 

1. To interpret the educational needs and aspirations of the county through the formation of policies which stimulate 

the learner and the learning processes; 

 

2. To manage the school system in accordance with Board policy; 

 

3. To review and analyze current data and educational trends to develop and implement long range comprehensive 

educational and facility plans. 

 

4. To maintain effective communications with the citizens of Hancock County served by the Board and with staff 

and students maintaining awareness of attitudes, opinions, desires and ideas. 

 

5. To conduct Board business openly while soliciting and encouraging board-based involvement by the public, 

students and staff in the Board’s decision making processes. 

 

 

Date Adopted:   9/25/1972 

Date Amended:  7/1/85; 11/13/00; 2/11/08; 4/8/13; 12/14/15 

Date Reviewed:   
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

SCHOOL BOARD LEGAL STATUS 

 
The Constitution of West Virginia provides that the Legislature shall provide, by general law, for a thorough and efficient 

system of free schools. The Constitution of West Virginia also provides that the general supervision of the free schools of 

the State shall be vested in the West Virginia Board of Education which shall perform such duties as may be prescribed 

by law. County Boards of Education are created by statute. 

 

County Boards of Education possess no inherent powers of any kind; such powers as they possess are conferred upon 

them by the State. In interpreting the laws, the courts agree that County Boards of Education may exercise the following 

powers: 

 

1. Those expressly granted by statute; 

2. Those that may be fairly implied in the powers expressly granted; and 

3. Those essential to the accomplishments of the purposes for which the school system was created. 

The County Board of Education shall be a corporation by the name of "The Board of Education of the County of 

Hancock.” (W.Va. Code §18-5-5)  

 

 

Date Adopted:  12/14/2015 

Date Amended: 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

SCHOOL BOARD POWERS AND RESPONSIBILITIES 

 
The Hancock County Board of Education was created by the West Virginia Legislature and its authority is delegated 

accordingly.  The Board performs only those acts for which authority has been delegated.  This authority may be 

expressly stated or implied in statutes or established through regulations of the West Virginia Board of Education.  

 

The powers are delegated to the Board as a body.  No authority is granted Board members acting as individuals, except 

when actions are taken pursuant to specific instructions of the Board. 

 

Board of Education members have no authority over school affairs as individuals.  They have complete authority, within 

state law, over affairs when they serve as a legal body. 

 

The Board is primarily a policy-making body.  The Board delegates the administrative functions to an officer of the 

Board, the county Superintendent of Schools. 

 

The Board, functioning within the framework of laws, court decisions, Attorney General's opinions, county counsel 

opinions, and similar mandates from the state and national level of government, and recognizing the authority of the state, 

fulfills its mission as the governing body of a political subdivision by acting as follows in the execution of its duties, 

which shall include, but not necessarily be limited to, the following: 

 

1. Enacts policy governing the school district; 

2. Appoints the Superintendent of Schools and acts on the recommendation of the Superintendent for the 

appointment of her/his administrative staff and all other persons to be employed; 

3. Annually sets goals for the Board and the Superintendent and annually evaluates each; 

4. Approves courses of study, curriculum, and textbook adoptions; 

5. Approves the budget, financial reports, audits, major expenditures, payment of obligations, and policies whereby 

the administration may formulate procedures, regulations, and other guides for the orderly accomplishment of 

business; 

6. Approves the planning, expansion, improvement, financing, construction, maintenance, use and disposition of the 

physical facilities of the school district; 

7. Estimates and provide funds for the operation, support, maintenance, improvement, extension of the school 

district; 

8. Requires the establishment and maintenance of records, accounts, inventories, management methods, and 

procedures considered essential to the efficient conduct of school business;  

9. Establishes schools, from pre-school through high school, and establishes post-high school programs subject to 

the approval of the West Virginia Board of Education; 

10. Closes or consolidates any school or schools which are unnecessary and assign students to other schools; 

11. Provides, at public expense, adequate means of transportation for all children of school age who live more than 

two (2) miles from school; 

12. Employs professional and service personnel as recommended by the Superintendent; 
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13. Provides in-service for professional and service personnel; 

14. Provides adequate liability insurance at public expense; 

15. Approves employment and set salary schedules; 

16. Establishes attendance areas and determine the schools which students shall attend; and 

17. Exercises such other authority and perform such other duties as may be prescribed by law or by the regulations of 

the West Virginia Board of Education. 

It is the Board as a whole rather than to individual members that the law assigns powers, duties, and responsibilities. 

Thus, Board members have authority only when acting as a Board legally in session. The Board shall not be bound in any 

way by any statement or action taken on the part of any individual Board member or employee, except when such 

statement or action is made on specific instruction of the Board.  

 

 
Date Adopted:  9/25/1972 

Date Amended:  7/1/85; 9/11/95; 11/13/00; 2/11/08; 4/8/13; 12/14/15; 3/14/16 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

BOARD MEMBER AUTHORITY AND RESPONSIBILITY 

ATTENDING MEETINGS BY ELECTRONIC DEVICE 

 
A member of the Board of Education who is unable to attend a regular or special meeting scheduled by the Board of 

Education may participate by an electronic device, such as a telephone or computer, as long as the public and the 

member attending by phone, can hear all that is said.  The member participating by electronic device shall have the 

same status as the members present. 

 

The minutes recorded for the meeting shall reflect under roll call when a member is present by electronic device. 

 

 

Date Adopted:  1/22/2007 

Date Amended: 4/8/13 

Date Reviewed: 1/11/16 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

BOARD MEMBERSHIP – ELECTIONS/APPOINTMENTS 
 

The Hancock County School District is under the supervision and control of a five-member board of education. The 

voters of the county elect the members of the board without reference to political party affiliation. No more than two 

members shall be selected from a magisterial district. Members are elected at the spring primary election. New members 

take office on the first day of July following election.  

 

A person is legally qualified to become a member of the Board who is a citizen and a resident of the county, except as 

noted herein:  

 

1. A board member may not be a teacher or service employee in the school district in which he/she is a resident.  

2. A board member may not be a member of any political party executive committee.  

3. A board member may not be a candidate for any other political office (other than to succeed him/herself).  

4. A board member shall possess at least a high school diploma or equivalency diploma (e.g., GED, TASC).  

5. A board member shall not assume the duties of a board member unless he/she has first attended and completed a 

course of orientation relating to boardsmanship and governance effectiveness which shall be provided between 

the date of election and the beginning of the member’s term of office:  

6. A board member shall annually receive seven clock hours of training in areas relating to boardsmanship, 

governance effectiveness, and school performance issues including but not limited to pertinent state and federal 

statutes such as the process for improving education and no child left behind.  

7. A board member, in the final year of any four-year term of office, shall satisfy the annual training requirement 

before the first day of January.  

 

Vacancies occur on the board of education due to death, resignation, removal, or failure of a board member to meet the 

qualifications. The following protocol will be used to fill vacancies:  

 

1. The board shall, by appointment, fill a vacancy within forty-five days that occurs in its membership. In the event 

that the board does not fill the vacancy within forty-five days, the state superintendent of schools shall appoint a 

person to fill the vacancy.  

2. When the vacancy occurs after the eighty-fourth day before a general election, the affected term of office ends on 

the thirtieth day of June following the next primary election, the person appointed to fill the vacancy shall 

continue in office until the completion of the term.  

3. When the vacancy occurs after the eighty-fourth day before a general election and not later than the close of 

candidate filing for the next succeeding primary election, and the affected term of office does not end on the 

thirtieth day of June following the next primary election, an election for the unexpired term shall be held at the 

next primary election, and the appointment shall continue until the thirtieth day of June following the primary 

election with the duly elected and certified successor taking office on the first day of July following the primary 

election and serving until the expiration of the original term of office.  

4. When the vacancy occurs after the close of candidate filing for the primary election and not later than eighty-four  
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days before the general election, the vacancy shall be filled by election in the general election, and the 

appointment shall continue until a successor is elected and certified.  

 

 

Date Adopted:  12/14/2015 

Date Amended:  3/14/16 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

SCHOOL BOARD LIABILITY 
 

The Board of Education is not liable for damages in a civil action for injury, death, or loss to persons or property 

allegedly caused by an act of omission of the Board or an employee of the Board in connection with a governmental or 

proprietary function except in instances of the following: 
  

1. The negligent operation of any vehicle by its employees when the employees are engaged within the scope of 

their employment and authority; 

2. The negligent performance of acts by its employees while acting within the scope of employment; 

3. The negligent failure to keep the public roads, alleys, sidewalks, or school district-owned grounds in repair or 

free from nuisance; and 

4. The negligence of its employees which occurs within or on the grounds of buildings that are used by the 

school district; and 

5. The liability is expressly imposed upon it by state law.  Liability shall not be construed to exist under another 

section of law merely because a responsibility is imposed upon the Board or because of a general 

authorization that the Board of Education may sue and be sued. 

 

The Board of Education is immune from liability if a loss or claim results from: 

1. Legislative or quasi-legislative functions; 

2. Judicial or quasi-judicial or prosecutorial functions; 

3. Execution or enforcement of the lawful orders of any court; 

4. Adoption or failure to adopt a law, including but not limited to, any statute, resolution, rule, regulation or 

written policy; 

5. Civil disobedience, riot, insurrection or rebellion or the failure to provide, or the method providing, police, 

law enforcement or fire protection; 

6. Snow or ice conditions or temporary or natural conditions on any public way or other public place due to 

weather conditions, unless the condition is affirmatively caused by the negligent act of a political 

subdivision; 

7. Natural conditions of unimproved property; 

8. Assessment or collection of taxes lawfully imposed or special assessments, license or registration fees or 

other fees or charges imposed by law; 

9. Licensing powers or functions including, but not limited to, the issuance, denial suspension or revocation of 

or failure or refusal to issue, deny, suspend or revoke any permit, license, certificate, approval, order or 

similar authority; 

10. Inspection powers or functions, including failure to make an inspection, or making an inadequate inspection, 

of any property, real or personal, to determine whether the property complies with or violates any law or 

contains a hazard to health or safety;  

11. Any claim covered by any worker's compensation law or any employer's liability law;  
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12. Misrepresentation, if unintentional; 

13. Any claim or action based on the theory of manufacturer’s products liability or breach of warranty or 

merchantability or fitness for a specific purpose, either expressed or implied; or 

14. The issuance of revenue bonds or the refusal to issue revenue bonds. 

 

 

Date Adopted:  12/14/2015 

Date Amended: 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

CODE OF ETHICS 
 

While serving as a member of the Board, each member shall abide by the following Code of Ethics promulgated by the 

West Virginia School Board Association: 

 

1. Attend as many regularly scheduled Board meetings, as possible, and become informed about the issues to be 

considered at those meetings. 

2. Recognize that endeavors to make policy decisions should be only after full discussion at publicly held meetings.  

3. Render all decisions based on the available facts and independent judgment, and refuse to surrender that 

judgment to individuals or special interest groups.  

4. Encourage the free expression of opinion by all Board members, and seek systematic communications between 

the Board and students, staff, and all elements of the community.  

5. Work with other Board members to establish effective Board policies and to delegate authority for the 

administration of the schools to the Superintendent.  

6. Communicate to other Board members and the Superintendent expressions of public reaction to Board policies 

and school programs.  

7. Be informed about current educational issues by individual study and through participation in programs 

providing needed information, such as those sponsored by the state and national school board associations.   

8. Support the employment of persons best qualified to serve as school staff, and to insist on a regular and impartial 

evaluation of all staff.  

9. Avoid being placed in a position of conflict of interest.  

10. Take no private action that will compromise the Board or administration, and respect the confidentiality of 

information that is privileged under applicable law.  

11. Remember always that the first and greatest concern of a Board member must be the educational welfare of the 

students attending the public schools.  

 

 

Date Adopted:  1/11/2016 

Date Amended: 

Date Revised: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

BOARD MEMBER CONFLICT OF INTEREST 

 
It is unlawful for a member of the Board of Education, Superintendent of Schools, principal, teacher, or any other 

employee of the Board of Education be or become directly or indirectly pecuniarily interested in the proceeds of any 

contract or service, or in furnishing any supplies in the contract for, or the awarding or letting of a contract if, as a 

member, officer, secretary, supervisor, superintendent, principal, or teacher, or employee, he or she may have any voice, 

influence or control.  

 

It is also unlawful for any employee to receive, solicit, or accept any gift, presents, or thing of value to influence that 

individual in the vote for adoption of instructional resources, learning technology, print or electronic or any combination 

thereof. 

 

  

Date Adopted:     2/11/2008 

Date Amended:   5/29/13; 1/11/16  

Date Reviewed:   
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

SCHOOL BOARD ORGANIZATIONAL MEETING 
 

On the first Monday of July (or on the first Tuesday when the first Monday falls on July 4), following each biennial 

primary election, the Hancock County Board of Education shall select a president and a vice president from its own 

membership to serve for a two year term.  The Board shall report promptly to the State Superintendent the name of the 

member elected as the board president. 

  

The newly elected president shall assume his or her duties immediately upon election.  The president shall appoint board 

members to serve as representatives for a period two years to agencies such as: WVU Extension Service Committee and 

the Wellness Committee. The Board shall conduct no other business until a president has been elected.  The County 

Superintendent of Schools shall hold the dual office of Executive Officer and Secretary for the Board of Education.  

There shall also be a School District Treasurer appointed by the Board of Education. 

 
 

Date Adopted : 3/14/16   

Date Amended:   

Date Reviewed:  
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

BOARD OFFICERS 

 
The Hancock County Board of Education shall include the following officers: President and Vice-President. The 

Secretary, according to State law is the Superintendent of Schools. 

 

The duties of the President include: 

1. Presiding at Board meetings performing all duties imposed by the statutes, and performing other duties as may be 

prescribed by law or by action of the Board of Education; 

2. Participating in Board meetings with all the same rights as other members to offer resolutions, to make motions, 

to second motions, to discuss questions, and to vote thereon; 

3. Deciding questions of order at Board meetings; 

4. Calling special meetings of the Board as provided by State law and Board of Education policy; and 

5. Signing official district documents that require the signature of the President. 

 

The duties of the Vice-President include: 

1. Presiding in the absence of the President being empowered to act and  

2. Carry out all duties of the President during any period that the President is absent or incapacitated. 

 

 

Date Adopted: 3/14/16 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

APPOINTED BOARD OFFICIALS 
 

The Hancock County Board of Education shall appoint the following officers: Secretary and Treasurer. 

 

Secretary 

 

As prescribed in the State statutes, the County Superintendent of Schools shall be the Secretary for the Board of 

Education.  The Superintendent as Secretary of the Board shall: 

 

1. Take the oath prescribed in the Constitution before performing any of the duties of the office. 

2. Attend all Board meetings except where the Superintendent’s administration or employment is under 

consideration, and record its official proceedings in a book or digital format kept for that purpose. 

3. Record the number of each order issued, the name of the payee, the purpose for which the order was issued, 

and the amount thereof.  Every order shall be signed by the Secretary and the President of the Board. 

4. Care for and keep all papers belonging to the Board, including evidences of title, contracts, and obligations. 

They shall be kept in the Secretary's office, accessibly arranged for reference. 

5. Record and keep on file all papers and documents pertaining to the business of the Board. 

6. Keep the accounts and certify the reports required by law or requested by the Board. 

7. Administer oaths to school officers, teachers, and others making reports. 

8. Deliver in proper condition to his successor all records and property pertaining to his office. 

9. Call to the attention of the Board legal requirements in those matters for which the Secretary is responsible 

and seek the advice counsel as required.  

10. Advise the Board of pertinent provisions of the Education Law concerning its duties with consideration of 

counsel and the State Superintendent of Schools. 

11. Propose the agenda with the advice of the President of the Board. 

12. Draft, with the advice or at the request of Board members, policy motions. 

13. Maintain a properly authenticated, official copy of minutes. 

14. Maintain an official record of Board Policies and the Bylaws of the Board. 

15. Exercise such other duties as are prescribed by law or the Board of Education. 

Treasurer 

 

The Hancock County Board of Education has adopted a resolution to employ a school district treasurer other than the 

sheriff.  The Treasurer of the Board shall be the chief fiscal officer for the Board of Education. The Treasurer shall: 

 

1. Receive, collect and disburse all school district money in accordance with Board adopted budget,  

2. Submit written and oral reports to the Board on a regular basis which shall accurately reflect the current 

fiscal condition of the District, and 
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The Treasurer shall: 

 

3. Comply with all of the duties and responsibilities mandated in the Handbook for School Board Treasurers 

adopted, published, and distributed by the West Virginia State Board of Education. 

 

 

Date Adopted:   7/25/1983  
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

BOARD-SUPERINTENDENT RELATIONS 

 
The Hancock County Board of Education shall strive to develop policies which shall facilitate good Board-

Superintendent relations. Practices which facilitate good Board-Superintendent relationships include: 

 

1. A sincere desire to work together harmoniously in reaching the objectives of the district; 

 

2. A willingness to share credit and accept blame; 

 

3. Placing the welfare of the student above personal prestige; 

 

4. Accepting honest differences of opinion and not permitting them to result in feuds;  

 

5. A clear-cut definition of the duties and responsibilities of both parties; and 

 

6. Prompt, clear methods of communication. 

 

The Board shall leave in the hands of the superintendent all matters of decision and administration which come within 

her/his scope as executive officer or as a professional educator and as determined by the established policies of the Board 

of Education.  The Board reserves to itself the ultimate decision on all matters concerning general policy or expenditures 

of funds, the Board normally proceeding in these areas after receiving recommendations from its superintendent. 

 

The superintendent shall have the privilege of asking guidance from the Board with respect to matters of operation 

whenever he/she so desires. Where it may be necessary to make exceptions to an established policy, he/she shall submit 

such matters to the Board of Education for advice and direction. 

           

The superintendent shall assist the Board of Education in reaching sound judgments and establishing policies, and he/she 

shall place before the Board, when needed, helpful facts, information, and reports to keep the Board adequately informed 

concerning the welfare and progress of the schools. 

 

The superintendent shall be given the authority to issue and administer guidelines to back up policies set up by the Board. 

The superintendent is responsible to adhere to and administer these policies. 

 

In her/his efforts to keep the Board informed, the superintendent will notify board members as promptly as possible of 

any happenings of an emergency nature which occur in schools.  

 

 

Date Adopted:   9/25/1972 

Date Amended:    7/1/85; 9/11/95; 11/13/00; 4/8/13; 1/11/16 

Date Reviewed:   
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

REGULAR BOARD MEETINGS 

 
A proposed schedule of regular meetings will be presented to the Board for consideration on or before the beginning of 

each new fiscal year. The regular meetings of the Board will be designated for the second and fourth Monday of each 

calendar month unless another date is agreed upon by the members due to holidays or schedule conflicts among its 

members or Secretary. Regular scheduled meetings will be held in the IMC of the John D. Rockefeller, IV Career Center 

or may, at the discretion of the Board of Education, be scheduled in various school locations within the attendance 

boundaries of Hancock County Schools. The Board retains the right to reschedule meetings throughout the year as 

needed.  

 

Proper public notification will be issued for all meetings scheduled for the Board in compliance with the Open 

Governmental Proceedings Act in West Virginia Code, §6-9A-3. Said notice and agenda shall be emailed to all 

newspapers covering news events involving news worthy items in the County of Hancock, three (3) business days prior to 

the Board meeting. The date of the meeting will not be included in the three business day total. The agenda shall also be 

posted on the Hancock County Board of Education website three (3) business days prior to the meeting. Addendums will 

be limited to TBA items listed on the original Agenda for the meeting. 

 

Regular meetings will be the official legal action meetings of the Board, and matters of concern to the school district can 

be considered at such meetings. 

 

 

Date Adopted:  10/9/1972 

Date Amended: 7/10/78; 7/1/85; 9/8/97; 10/26/98/; 11/13/00; 3/26/01; 2/11/08; 4/22/13; 1/11/16; 3/14/16; 

6/12/17 

Date Reviewed:   
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

SPECIAL BOARD MEETINGS 

 
Special meetings may be called for the purpose of transacting official business at a time between the regularly scheduled 

business meetings.  Such meetings may be called by the President of the Board, or any three board members, and business 

transacted shall be limited to that on the agenda of the meeting.   

 

Proper public notification will be issued for all meetings scheduled in compliance with the Open Governmental 

Proceedings Act in West Virginia Code, §6-9A-3. Said notice and agenda shall be emailed to all newspapers covering 

news events involving news worthy items in the County of Hancock, two (2) business days prior to the Board meeting. 

The date of the meeting will not be included in the two business day total. The agenda shall also be posted on the 

Hancock County Board of Education website two (2) business days prior to the meeting. 

Other special meetings as designated by state law shall also be held at the time so specified. 

 

Date Adopted:  10/9/1972 

Date Amended:  7/10/78; 7/1/85; 9/11/95; 11/13/00; 2/11/08; 4/22/13; 1/11/16; 3/14/16; 6/12/17 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

PUBLIC PARTICIPATION AT BOARD MEETINGS 
 

The Hancock County Board of Education encourages public participation in the educational process and recognizes the 

right of every citizen to attend and observe the proceedings of the Board at any regular, special, or statutory meeting.  All 

actions of the Board (except those areas that may be legally considered in executive session) leading to decisions by the 

Board shall likewise be conducted openly. In order to clarify the concerns of the public and provide citizens with the best 

answers to their questions, the Board encourages citizens to work through the administrators of the Hancock County 

Schools system in seeking clarification and resolution of their issues. Administrative remedy should first be sought at the 

school/department level, as applicable, and if unsuccessful, then at the central office level.   

 

However, the public is always welcome to attend meetings of the Board and will be given limited time, at regular 

meetings, to voice opinions or express concerns. 

 

In view of the large number of items of business that must be handled at each meeting and in order to have ample time to 

give full consideration to all items of business on the agenda, the Board of Education in compliance with the rules and 

regulations of the WV State Board of Education and Roberts Rules of Order, establishes the following procedures and 

rules pertaining to public participation at Board meetings. 

 

1. Anyone representing a group and wishing to speak before the Board shall inform the Superintendent of the desire 

to do so. The hearing of callers shall be the second order of business on the agenda of a regular Board meeting. 

2. Any citizen, including members of the school district and students, may also appear before the Board and shall 

inform the Superintendent of the desire to do so.  The hearing of callers shall also be the second order of business 

on the agenda of a regular Board meeting. 

3. To permit orderly scheduling of public’s remarks and provide full disclosure and responsive answers, all persons 

wishing to speak before the Board, as an individual or representative of a group, must inform the Superintendent 

of the desire to do so and of the topic to be discussed.  It is suggested that requests to address the Board be made 

at least three (3) working days prior to the meeting, however, requests can be made by signing up at the location 

of the meeting not less than fifteen (15) minutes prior to the start of the meeting. 

4. Generally, remarks shall be limited to the ten (10) minutes for any delegation and individuals shall be assigned a 

period not to exceed five (5) minutes.  In the event that more citizens or representatives of delegations sign up to 

address the Board that can do so in forty-five (45) minutes, the speaking time will be adjusted to three (3) minutes 

for individuals and six (6) minutes for delegations.  In view of this time limitation, persons may wish to consider 

the submission of written materials to the Board either in lieu of or in addition to an oral presentation.  Any 

submission of materials shall be attached to the official minutes of the meeting and become a matter of the public 

record. 

5. By majority vote of the members of the Board of Education the time limit may be extended 

6.  In no case shall the delegations portion of any meeting of the Board of Education exceed one hour in length.  

Persons who are unable to speak due to this time limitation are encouraged to come to the next Board meeting. 

7. In no case shall members of the Board of Education hold any discussion, debate, deliberation or give any direct 

response to delegations addressing the Board of Education, other than to thank such delegations for presenting 

their information to the Board of Education.  Provided, that individual members of the Board of Education may  
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ask the Superintendent to consider placing matters raised during the delegations portion on such future agenda for 

consideration by the Board of Education.  The answers to the issues presented will be provided at the next regular 

meeting under unfinished business. No official vote of the Board is necessary for such purely logistical and 

informal interactions between the Board members and the Superintendent.   

8.  All persons shall speak with proper decorum and respect. 

 

Date Adopted:  3/27/06 

Date Amended:  05/29/13 

Date Reviewed:  1/11/16 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

POLICY DEVELOPMENT SYSTEM 
 

It is the intent of the Hancock County Board of Education to develop policies in writing so that they may serve as 

guidelines and goals for the successful and efficient functioning of the Hancock County Schools. 

 

The Board accepts the definition of policy set forth by the National School Boards Association: 

 

Policies are principles adopted by the School Board to chart a course of action. They tell what is wanted; 

they may include why and how much. Policies should be broad enough to indicate a line of action to be 

followed by the administration in meeting a number of problems; narrow enough to give clear guidance. 

Policies are guide for action by the administration, who then sets the rules and regulations to provide 

specific directions to school district personnel. 

 

The Board, as the controlling body of the public schools, is charged with the responsibility of establishing policies for the 

schools and maintaining the best possible educational conditions for the county.  The primary function of the Board is the 

determination of general policies for and the exercise of general supervision of the public schools. The details and 

administration thereof shall be carried out by its Superintendent and professional staff. 

 

The Board shall adopt clearly defined written policies based on a thorough understanding of the educational process. 

The adopted policies shall represent a combination of the lay judgment of the members of the Board and the 

professional judgment of the Superintendent and staff. Having determined its policies, the Board shall stand behind 

their employees whose work it is to put the policies into practice.   

 

The formation and adoption of these written policies shall constitute one method by which the Board shall exercise its 

leadership in the operation of the school system. 

 

In formulating policies, the Board shall adopt general principles and statements of intent. The Superintendent and 

professional staff shall take action therewith. The Superintendent shall, in turn, when necessary, or when directed by the 

governing Board, prepare written regulations to insure the implementation of Board policy. 

 

The Superintendent, in cooperation with staff and the Board, shall recommend policies for adoption and recommend 

revision of existing policies. 

 

Policies and/or revisions may be proposed by any member of the Board, by any lay group or organization, or by any 

citizen. 

 

The consideration and approval process by the Board of Education shall be as follows: 

 

1. Specific policy proposals and suggested amendments to or revisions of existing policies shall be submitted to 

all members of the Board in writing prior to a regular scheduled Board meeting.  

2. The policy shall also be placed on the agenda for a regular meeting of the Board for discussion and possible 

approval of a first reading. 

3. Following the approval by the Board of a first reading, the proposed policy will be placed on public comment 

for a period of not less than thirty (30) calendar days.  

4. The proposed policy will be posted at the central office, each school, each work location, and a copy forwarded 
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to the head officer of each Faculty Senate and employee organization with a request for comments on the policy 

to be forwarded to the Superintendent within the thirty (30) calendar day comment period. 

5. Following the minimum thirty (30) calendar day timeframe, the Board will be provided a copy of all comments 

received on the policy prior to a regularly scheduled Board meeting. 

6. The proposed policy shall be placed back on the agenda for a regular meeting of the Board of Education for 

discussion and possible approval by a second and final reading.   

7. If significant changes are recommended to the policy, the Board may direct the Superintendent to make the 

changes and bring it back to the Board at a future meeting repeating steps 1-7 until the policy is approved by a 

majority vote of the Board of Education. 

 

The Board of Education may disperse with any and all of the procedures of this policy when, by vote, in open session, 

the Board at its sole discretion, determines that it should expedite the process to meet urgent conditions.  

 

The formal adoption of policies shall be recorded in the minutes of the Board. Only those written statements so adopted 

and so recorded shall be regarded as official Board policy. 

 

All policies are maintained at the Office of the Superintendent and are available to the public upon request. 

 

 

Date Adopted:  9/25/1972 

Date Amended:  7/1/85; 11/13/00; 4/8/13 

Date Reviewed:  1/11/16 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

POLICY REVISION and REVIEW  

 
The process of appraisal of existing written policies shall be continuous and items may be discussed at the discretion of 

the Board which relate to any policy. 

 

The Board shall also strive to keep its policies up-to-date.  To achieve this end, it directs the Superintendent to call to its 

attention policies that are in need of revision.  It gives her/him authority to call in all Policy Manuals at such time as is 

convenient, but at least once annually, for purposes of updating. 

 

 

Date Adopted:  9/25/1972 

Date Amended:  7/1/85; 11/13/00; 2/11/08; 4/8/13; 1/11/16 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

BOARD REVIEW OF REGULATIONS: SCHOOL BOARD EFFECTIVENESS 

 
WV Code §18-5-14, enacted in 1993 and amended in 2003, places school boards in the forefront of citizen-inspired 

public education leadership, policy development and decision-making.  In order to fulfill the requirements of the statute, 

the board adopts this policy. 

 

 Direct Links between the Board and Local School Improvement Councils 

 

To enable the board to receive information, comments, and suggestions directly from local school improvement councils 

regarding broad guidelines for oversight procedures, standards of accountability and planning for future needs, regular 

meetings will be held with the local school improvement councils. 

 

The board shall meet at least annually with a quorum of members from each local school improvement council in the 

district.  The meetings shall be scheduled and conducted as follows: 

 

1. The meetings shall be scheduled by the superintendent as part of the annual schedule of regular meetings of the 

board of education and presented to the board for approval on or before the first meeting of each new fiscal year. 

2. The schedule will be disseminated to the local school councils upon approval by the board of education. 

3. Special meetings may be scheduled if necessary with reasonable advance notice. 

4. At least thirty (30) days before an annual meeting with each local school improvement council, the board may 

develop and submit to the council an agenda for the annual meeting which requires the council chair or a member 

designated by the chair, to address items designated by the board on one or more of the following issues. 

 School performance 

 Curriculum 

 Discipline 

 Status of the school in meeting the unified county improvement plan 

 

In addition to the above, the board may use the following strategies to enhance communications with the school 

improvement councils: 

 

1. Surveys 

2. Agendas/Minutes 

3. Memos 

4. Public Meetings 

  The board, as it considers necessary, will make written requests for information from the local school 

improvement council throughout the year or hold community forums to receive input from the affected 

community. 

 
Direct Links between the Board and Faculty Senates 

 

To enable the board to receive information, comments, and suggestions directly from faculty senates regarding broad  
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guidelines for oversight procedures, standards of accountability and planning for future needs, regular meetings will be  

held with representatives of the faculty senates. 

 

The board shall meet at least annually with representation of the school’s local faculty senate.  The meetings shall be 

scheduled and conducted as follows: 

 

1. The meetings shall be scheduled by the superintendent as part of the annual schedule of regular meetings of the 

board of education and presented to the board for approval on or before the first meeting of each new fiscal year. 

2. Special meetings may be scheduled if necessary. 

 

In addition to the above, the board may use the following strategies to enhance communications with the faculty senates: 

 

1. Surveys 

2. Agendas/Minutes 

3. Memos 

4. Public Meetings 

 

Direct Links between the Board and Community at Large 

 

The following steps shall be taken to develop direct links between the board and the community at large, allowing for 

community involvement at regular county board meetings, and regular communication with the public regarding 

important issues: 

 

1. All meetings of the Board of Education shall be held in public, except those protected by law for executive 

session. 

2. Each regular meeting shall allow time for comments from the general public. 

3. The board will, at its discretion, form advisory committees made up of representatives of the general public, 

which shall advise the board on various issues as charged. 

4. The board will provide speakers and programs to civic and service clubs in the community to keep the 

community informed on issues of educational importance. 

5. Agendas for board meetings will be electronically forwarded to all work locations. 

6. Agendas for all board meetings will be posted on the Hancock County School web site. 

7. The board may schedule public forums on issues of significant interest to the community. 

 

Periodic Review of Personnel Policies 

 

The following procedures shall be followed to ensure that the board’s personnel policies are periodically reviewed to 

determine their effectiveness: 

 

1. The board shall annually review existing personnel policies for applicability and compliance with existing laws. 

2. Based upon that review, the board may consolidate, revise or repeal policies. 

3. The board shall annually review the history of grievances filed in the county. 

 

Broad Guidelines for the School District 
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The board recognizes its responsibility to provide broad guidelines for the school district, including the establishment of 

specific oversight procedures, development and implementation of standards of accountability, and development of long-

range plans to meet future needs. 

 

The procedures required by the previous sections of this policy are all intended to meet these ends.  A record shall be 

kept of all suggestions made under the previous sections by local school improvement councils, faculty senates, and the 

community at large regarding broad guidelines for oversight procedures, standards of accountability, and planning for 

future needs.  The record shall be considered, at least annually, by the board to identify suggestions worthy of further 

consideration. 

 

Use of School-Based Accreditation and Performance Data 

 

To meet the education goals of the State of West Virginia and such other goals as the board may establish, the board shall 

use school-based accreditation and performance data provided by the State Board of Education, as well as other available 

data, in board decision-making.  To that end: 

 

1. The superintendent shall compile and share with the board, at lease annually, the education goals of the State of 

West Virginia. 

2. The superintendent shall report to the board the accreditation status of all schools and the county as a whole. 

3. The superintendent shall annually report to the board the progress toward any locally identified goals. 

 

Periodic Review of This Policy 

 

The board shall on or before the first day of August of each year, review the provisions of this policy and make such 

amendments as the board finds necessary to effectuate the needs of the board of the requirements of WV Code §18-5-14. 

 

 

Date Adopted:  8/08/1994 

Date Amended:  9/8/97; 11/13/00; 3/26/01; 7/07/03; 4/08/13; 1/11/16 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

POLICY COMMUNICATION/FEEDBACK 

 
The Superintendent is directed to establish and maintain an orderly plan for preserving and making accessible the policies 

adopted by the Board and the administration rules and regulations needed to put them into effect. Policy manuals shall be 

available and maintained at every school and work location.  New or revised policies, and policies approved as a first 

reading seeking public comment, shall be distributed to every school, each work location, each faculty senate and all 

employee organizations. Accessibility is to extend at least to all employees of the school system, to members of the 

Board, and to persons in the communities of the county insofar as conveniently possible. 

 

All policy manuals distributed to anyone shall remain the property of the Hancock County Board of Education and shall 

be considered as “on loan” to anyone, or any organization, in whose possession they might be at any time; and they are 

subject to recall at any time deemed necessary by the administrative head of the school district for purposes of periodic 

up-dating. 

 

Clerical and printing fees charged for any additional work pertaining to this dissemination will be as set out in board 

policy. 

 

 
Date Adopted:  9/25/1972 

Date Amended:  1/2/81; 7/1/85; 3/26/01; 2/11/08; 4/8/13; 1/11/16 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

POLICY WAIVERS 
 

Hancock County Board of Education recognizes the intent and purpose of local school involvement as stated in State Law 

18-5A.  The legislation provides a mechanism for local school improvement councils to request waivers from State 

policies and requirements. 

 

It is the intent of the Hancock County Board of Education that this legislation serve also as a foundation for requesting 

waivers from county policies, guidelines, and/or practices.  All waiver requests must demonstrate that the proposed 

alternative will: 

 

1. will meet or exceed high quality standards established by the State Board; 

2. increase administrative efficiency; 

3. enhance delivery of instruction; 

4. increase community involvement; or 

5. improve educational performance. 

 

Procedures for requesting county waivers are: 

 

1. School Curriculum Teams may initiate a request by submitting it to their School Improvement Council. 

2. School Improvement Councils initiate and/or process all requests for waivers. 

 

a. Two-thirds of the School Improvement Council members must have voted in the affirmative to 

approve the alternative proposal. 

b. In those cases where the waiver will affect personnel, an affirmative vote of a majority of the 

affected employees must have been given. 

c. A completed waiver/request/notification form is submitted to the superintendent for consideration by 

the Board of Education. 

d. Following consideration by the Board of Education, the superintendent will notify the council of the 

status of the request. 

e. The waiver request is for one school year only and must include an evaluation component.  Upon 

completion of the evaluation, the request may be submitted for annual renewal. 

 

 

Date Adopted:  8/24/1992 

Date Amended:  7/16/01; 12/17/07; 4/8/13; 1/11/16 

Date Reviewed: 
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HANCOCK COUNTY BOARD OF EDUCATION 

WAIVER REQUEST/NOTIFICATION FORM 

 
To request a waiver from Hancock County policy, administrative guidelines or practice, a local school improvement 

council must complete this form and submit it to the superintendent. 

 

Prior to submitting this form, two-thirds of the School Improvement Council members must have voted in the affirmative 

to approve the alternative proposal.  In those cases where the waiver will affect personnel, an affirmative vote of a 

majority of the affected employees must have been given.  Votes must be reported below. 

 

Type of Waiver 

 

Identify the specific county policy, administrative guidelines, or practice for which a waiver is requested. 

 

Policy Number _______________ Title ________________________________________ 

 

Administrative Guideline Number _____________________________________________ 

 

Practice __________________________________________________________________ 

 

 

 

Vote of School Improvement Council on Proposed Alternative/waiver. 

 

  Number of affirmative votes _________________ 

  Number of members voting __________________ 

  Date of vote ______________________________ 

 

 

Vote of Employees Affected by Proposed Alternative/waiver. 

 

  Number of affirmative votes __________________ 

  Number of employees affected _________________ 

  Date of vote ________________________________ 

  For school year ______________________________ 

  Requests must be submitted yearly. 

 

 

 

 

 

 

 

School ______________________________________ Date ________________ 
 

_________________________________________________________________ 

Signature of School Improvement Council Chairperson 
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Purpose of Waiver 

 

Please check the purpose(s) of the alternative for which a waiver is requested. 

 

 _____ Meets or exceed current policy, guideline, or practice 

 

 _____ Increases administrative efficiency 

 

 _____ Enhances the delivery of instructional program(s) 

 

 _____ Promotes community involvement in the local school system 

 

 _____ Improves the educational performance of the school generally 

 

 _____ Other (please specify) 

 

Quality Assurance 

 

Please provide appropriate information for each of the quality assurance statements listed below.  If more space is 

required for your statement, additional sheets may be attached. 

 

1. Objective or objectives to be accomplished under the proposal. 

 

__________________________________________________________________ 

 

2. How the accomplishment of such objective or objectives will meet or exceed the standards established by the 

county board. 

 

__________________________________________________________________ 

 

3. The indicators upon which the meeting of such standards should be judged. 

 

__________________________________________________________________ 

 

 

Review Body(ies) 

 

Name of Group ________________________________ Date ______________________ 

 

  ________________________________ Date ______________________ 

 

  _________________________________Date_______________________ 

 

 

Board of Education Review Date ____________________________ 

 

Board of Education Comments: 
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Board of Education Response:    

 

_____ Request has been approved. 

 

_____ Request has been rejected. 

 

 

 

____________________________   _________ 

Superintendent’s Signature  Date 

 

 

Date Adopted:  8/24/1992 

Date Amended: 7/16/01; 2/11/08; 4/8/13; 1/11/16 

Date Reviewed:   
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

ADMINISTRATIVE LEEWAY IN POLICY ABSENCE 

 
In cases where emergency action must be taken within the school system and where the Board has provided no guides for 

administrative action, the superintendent shall have power to act in the best interests of the school system.  It shall be the 

duty of the superintendent to inform the board president of such action and of the need for policy. 

 

 

Date Adopted:  11/27/1972 

Date Amended:  7/01/85; 10/23/95; 11/13/00; 2/11/08; 4/8/13; 1/11/16 

Date Reviewed:  
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

BOARD MEMBER DEVELOPMENT OPPORTUNITIES 
 

The Board encourages its members, individually, and as a corporate entity, to participate in available school board 

member training and development programs such as that offered by the West Virginia School Boards Association or 

other organizations and groups whose program or programs have been or are approved by the State Board of Education, 

pursuant to §18-2E-4,- 5. 

 

 

Date Adopted:  7/30/1990 

Date Amended:  11/13/00; 12/17/07; 4/8/13; 1/11/16 

Date Reviewed:  
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

BOARD MEMBER COMPENSATION and EXPENSES 
 

Members of the Hancock County Board of Education will be compensated at the per meeting rate and up to the maximum 

meetings allowed per year as set by the legislature in West Virginia State Law 18-5-4. 

 

Any member may make a request in writing to the President of the Board of Education to have the compensation reduced.  

This request must be in writing on or before July 1st of each year. 

 

A Board member’s expenses incurred in the performance of his/her duties and expenses of a member elect in training and 

orientation will be paid, provided that each member or member-elect submits an itemized sworn statement of his/her 

expenses.  

 

All fees, parking, mileage, meals, and housing for Board-authorized activities shall be reimbursable. Reimbursement for 

expenses shall not exceed the current rates established. Expenses must be submitted for reimbursement within 30 days 

after the expenses were incurred.  

 

 

Date Adopted:  5/28/2002 

Date Amended:  12/17/07; 1/11/16 

Date Reviewed:  4/8/13 
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A POLICY STATEMENT OF  

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

SCHOOL SUPERINTENDENT 

 
The Superintendent shall be the chief executive officer of the school system and shall have, under the direction of the 

Board, general supervision of all of the public schools and of all of the personnel and various personnel departments of 

the school system. The Superintendent is responsible for the management of the schools under the Board policies, and is 

accountable to the Board. 

 

The Superintendent, in his/her discretion, may delegate to other school personnel the exercise of any powers and the 

discharge of any duties imposed upon the Superintendent by these policies or by vote of the Board. The delegation of 

power or duty, however, shall not relieve the Superintendent of responsibility for the action taken under such delegation. 

 

The Hancock County Board of Education views the Superintendent's position in a triple capacity: executive officer of the 

school district, leader and accountable officer for all personnel in the system, and liaison between those personnel and the 

Board. Because of the extreme responsibility assigned to this officer under these statements, the selection of the proper 

person for the post is the most important task the Board performs after its development of policies. Under these 

statements of belief, he/she is the only person in the system with whom the Board normally needs to be directly involved 

in decisions regarding appointments of personnel. The total responsibility for the administration of the school system 

should rest with the Superintendent. 

 

In addition, the Superintendent shall be accountable to the Board of Education for the district-wide educational program 

as well as delegating the operational administration to the appropriate administrators identified on the Hancock County 

Organization Chart. 

 

 

Date Adopted:  9/25/72 

Date Amended: 7/01/85; 10/23/95; 3/26/01; 4/08/13; 3/14/16 

Date Reviewed:  
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File: CBC 

 

A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

SUPERINTENDENT POWERS AND RESPONSIBILITIES 
 

The Superintendent shall be the Secretary of the Board of Education and the administrative head of all divisions and 

departments of the school system. The Superintendent may delegate responsibility for the operation of various segments 

of the school system, but shall be responsible to the Board for the results produced. 

 

The Superintendent’s specific responsibilities shall be: 

 

1. Act as the chief executive officer of the county board as may be delineated by contract or other written agreement 

with the county board, and, under the direction of the state board, execute all its education policies;  

2. Nominate all personnel to be employed; in case the county board refuses to employ any or all of the persons 

nominated, the county Superintendent shall nominate others and submit the name to the county board at a time 

the county board may direct. No person or persons shall be employed except on the nomination of the county 

Superintendent;  

3. Assign, transfer, suspend or promote teachers and all other school employees of the district, subject only to the 

approval of the county board, and to recommend to the county board their dismissal. 

4. Report promptly to the county board in such manner as it directs whenever any school in the district appears to be 

failing to meet the standards for improving education. 

5. Close a school temporarily when conditions are detrimental to the health, safety or welfare of the pupils;  

6. Certify all expenditures and monthly payrolls of teachers and employees;  

7. Serve as the secretary of the county board and attend all meetings of the county board or its committees, except 

when the tenure, salary or administration of the county Superintendent is under consideration;  

8. Administer oaths and examine witnesses under oath in any proceedings pertaining to the schools of the district, 

and have the testimony reduced to writing;  

9. Keep the county board apprised continuously of any issues that affect the county board or its schools, programs 

and initiatives. The county Superintendent shall report to the county board on these issues using any appropriate 

means agreeable to both parties. When practicable, the reports shall be fashioned to include a broad array of data 

and information that the county board may consult to aid in making decisions;  

10. Exercise all other authority granted by this chapter or required by the county board or state board; and  

11. In case of emergency, act as the best interests of the school demand. An emergency, is limited to an 

unforeseeable, catastrophic event including natural disaster or act of war and may not be construed as granting 

the county superintendent authority to override any statutory or constitutional provision in the exercise of his or 

her emergency power except where such authority is specifically granted in the particular code section. 

 

The county superintendent shall:  

 

1. Visit the schools as often as practicable; observe and make suggestions concerning the instruction and classroom 

management of the schools and their sanitary conditions;  

2. Report to the county board cases of incompetence, neglect of duty, immorality or misconduct in office of any 

teacher or employee;  
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3. Recommend for condemnation buildings unfit for school use;  

4. Call, at his or her discretion, conferences of principals and teachers to discuss the work of the schools of the 

district;  

5. Report to the county board the progress and general condition of the schools;  

6. Make reports as required by the state superintendent; and, 

7. Perform all other duties prescribed or required by the county board or the state board. 

 

The Duties of Superintendent as Secretary of the Board shall be to:  

 

1. Take the oath prescribed in the constitution before performing any of the duties of his office;  

2. Attend all board meetings and record its official proceedings in a book kept for that purpose;  

3. Record the number of each order issued, the name of the payee, the purpose for which the order was issued, 

and the amount thereof. Every order shall be signed by the secretary and the president of the board;  

4. Care for and keep all papers belonging to the board, including evidences of title, contracts and obligations.  

5. Record and keep on file all papers and documents pertaining to the business of the board;  

6. Keep the accounts and certify the reports required by law or requested by the board;  

7. Administer oaths to school officers, teachers and others making reports;  

8. Deliver in proper condition to his successor all records and property pertaining to his office; and  

9. Exercise such other duties as are prescribed by law. 

 

 

Date Adopted: 9/25/72 

Date Amended: 7/01/85; 10/23/95; 3/26/01; 3/14/16 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

SUPERINTENDENT’S PROFESSIONAL LEARNING OPPORTUNITIES 
 

The Superintendent shall keep informed of current educational practices by study; by visiting other school systems; by 

attendance at, when practicable, meetings of the national and state associations of school administrators; by attending 

educational conferences; and by such other means as may appear to be appropriate. Expenses incurred in such service 

shall be paid from the general school fund as an expense of school administration. 

 

Cash advances for travel expenses may be provided upon approval by the Superintendent for the following items and 

amounts: 

 

1. Commercial airfares as specified and supported by documentation. 

 

2. Registration and/or conference fees as specified and supported by documentation. 

 

3.   Lodging and meals, determined by the administration. 

 

Actual costs in excess of the cash advance will be reimbursed by the Superintendent upon completion of proper forms 

and documentation. Actual costs, less the cash advance, shall be reimbursable to the Board of Education upon completion 

of proper forms and documentation. 

 

 

Date Adopted: 9/25/72 

Date Amended: 8/13/73; 1/23/78; 7/01/85; 10/23/95; 3/26/01; 4/8/13; 3/14/16 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

ADMINISTRATIVE ORGANIZATION 
 

While the Board of Education recognizes that the Superintendent is the chief executive officer of the school system, and 

in such capacity bears the responsibility for the management of the schools under policies set by the Board, it is further 

recognized by the Board that the operation and management of such a complex organization as a modern-day public 

school system is also one that requires aid and assistance from the best and most qualified persons it is possible to secure 

to serve on the approved administrative staff of the school system. 

 

The Superintendent is expected to work through his/her administrative staff by proper delegation of authority to each 

according to the staff member's competence and assignment and by regular meetings where each administrative staff 

member has an opportunity to participate. 

 

Changes in the traditional paternalistic relationships within the educational family have brought about the evolvement of 

team management. It is hoped that team management reflects the best ideals in administrative practice. 

 

Team management is based on the assumption that the administrative process capitalizes on the talents and abilities of 

each administrator and requires not only his/her cooperation but full participation in the decision-making process as it 

relates to the new role of management. In order to be effective, the management team concept must be understood, and 

then practiced as well as discussed at all educational levels. 

 

It demands that all members of the administrative team keep each other informed on matters of mutual concern. 

Furthermore, the sharing of information should take place before decisions are made and must be implemented at each 

level by those involved. In short, the management team concept requires a mutual respect among team members and a 

recognition that each member is well equipped to act within his area of responsibility while acknowledging that 

administrative decisions are implemented at more than one level within a school system. 

 

 

Date Adopted: 11/27/72 

Date Amended: 7/01/85; 10/23/95; 8/27/01; 4/8/13; 3/14/16 

Date Reviewed; 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 

 

ORGANIZATION CHART 

 
 

C - General School Governance and Operation\Policy CCA - Org Chart.xls 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

MONITORING/RECORDING STAFF AND/OR STUDENT MEETINGS 

Video and audio recording of events not open to the public involving a) school employees carrying out their school-

related duties, and/or b) students, and/or c) parents and/or d) others involved in school-related business, including but in 

no way limited to meetings between parents and teachers, IEP team meetings and other special education related 

meetings, meetings between or among administrators and school employees and/or meetings between or among school 

employees only and/or meetings between or among administrators only has a tendency to inhibit participation, intimidate 

the participants and hinder open and honest dialogue during such meetings. In addition, video and audio recordings, as 

aforesaid, may be, and have in fact been used improperly by some individuals, 

Therefore, the Hancock County Board of Education hereby declares that video and audio recording of events not open to 

the public involving a) school employees carrying out their school-related duties, and/or b) students, and/or c) parents 

and/or d) others involved in school-related business, including but in no way limited to meetings between parents and 

teachers, IEP team meetings and other special education – related meetings, meetings between or among administrators 

and school employees and/or meetings between or among school employees only and/or meetings between or among 

administrators only SHALL NOT be permitted. 

However, exceptions to this policy may be granted by the county superintendent in her/his sole and exclusive judgment. 

Prior written requests to video or audio record events as aforesaid must be made to the county superintendent at least 48 

hours prior to the event that the requestor seeks to video or audio record. Such permission should only be granted under 

extraordinary circumstances and where doing so will be in the best interests of Hancock County Schools in pursuing its 

educational mission and in the best interests of students. 

Under no circumstances may any recording of any kind whatsoever be made by any person of an executive session of the 

Board of Education. 

Nothing herein shall be interpreted to prohibit any person from video or audio recording any school-related event which 

is open to the general public, including but not limited to athletic contest, fine arts performances, spelling bees, debates, 

etc. 

 

Date Adopted:  1/03/11 

Date Amended:  5/09/11; 11/14/16 

Date Reviewed:  5/13/13 
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      File: CH 

 

A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

POLICY IMPLEMENTATION 
 

The Board of Education is the policy-making body of a school system. Thereafter, the implementation of all policies must 

be delegated to the professional staff. 

 

The Superintendent has responsibility for carrying out the policies established by the Board of Education. The 

Superintendent will also interpret reactions of school personnel and the public to the policies back to the Board of 

Education. 

 

The administrative staff of the Hancock County Schools has responsibility for supporting and implementing the policies 

established by the Board of Education and the administrative guidelines recommended by the Superintendent. Adoption of 

policies not in conformity with the administrator's recommendations or beliefs is not just cause for refusal by the 

administrator to support and execute them. An administrator has the right to discuss differences of opinion on professional 

matters, however, the Board and the Superintendent have the right to expect wholehearted loyalty and support from each 

administrator of the district in the implementation of each policy adopted. 

 

 

Date Adopted: 11/27/72 

Date Amended: 7/01/85; 10/23/95; 11/13/00; 3/26/01; 4/8/13 

Date Reviewed: 3/14/16 
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File:  CHC 

 

A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

DEVELOPMENT OF REGULATIONS 
 

The Board shall delegate to the Superintendent the function of specifying required actions and designing the detailed 

arrangements under which the schools will be operated. The rules and detailed arrangements shall constitute the 

administrative regulations governing the schools. 

 

In the process of drawing up such rules and regulations the Superintendent may draw upon the expertise, experience and 

recommendations of other interested parties throughout the district and the state. 

 

 

Date Adopted:  11/27/72 

Date Amended:  7/01/85; 10/23/95; 11/13/00; 4/8/13; 3/14/16 

Date Reviewed:  
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File:  DA 

 

A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

FISCAL MANAGEMENT GOALS AND PRIORITY OBJECTIVES 
 

The Hancock County Board of Education shall develop and maintain a sound system of fiscal management which will 

provide for:  

 

1. A process of accrual accounting which conforms to guidelines established by the State Department of 

Education purchasing procedures in line with those described in the state purchasing manual,  

2. A payroll procedure which provides the mechanics necessary in accounting for the issuance of employee 

wages and various withholding responsibilities,  

3. A budgetary procedure which assures a capability of maintaining a current picture of the financial condition 

of the school system, and  

4. An investment procedure that provides a safe and secure operation at maximum earnings. 

 

Link to SBP 8100 -Public School Finance (Handbook for School Finance in WV) and 
SBP 8200 - Purchasing Procedures for Local Educational Agencies  

 

 

Date Adopted:   7/25/83 

Date Amended:  3/28/16 

Date Reviewed:  7/1/85; 10/23/95; 11/13/00; 4/8/13  
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File:  DB 

 

A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 
 

ANNUAL BUDGET 
 

The annual budget of the Hancock County Schools is a financial blueprint for the District indicating in dollars and cents 

the costs of personnel, facilities, equipment and supplies which are necessary to implement the educational program 

during the ensuing year. These expenditures are codified to the appropriate categories and a determination is made of the 

amount and sources of revenues necessary to pay for the expenditures.  

 

The major responsibility for the preparation of the budget document is that of the Treasurer. The Board establishes 

priorities and approved educational programs. The Superintendent, Assistant Superintendent, Directors, and the 

remainder of the administrative team also assist in defining program needs and translating these needs into actual dollar 

figures. The final budget is analyzed by the Superintendent before submission to the Board of Education for its approval.  

 

The annual operating budget is for one fiscal year which runs from July I through June 30.  

 

 

Date Adopted:   3/28/16 

Date Amended:   

Date Reviewed:   
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

BUDGET ADOPTION PROCESS 
 

Preliminary Adoption Procedures  

 

The Board of Education shall meet between March 7 and March 28 for the purpose of approving a levy based on a 

preliminary budget.  The Board may extend the deadline until June 1 when a levy call is placed on the ballot for 

consideration during a primary election. The meeting may be a regular or special meeting.  If it is a special meeting, only 

that business designated in the call shall be transacted.  The Board shall then adjourn until the third Tuesday in April.   

 

The Superintendent shall forward a copy of the certified levy estimate to the Tax Commissioner and to the Division of 

School Finance in the State Department of Education.  These documents shall be postmarked no later than midnight, 

March 28. 

  

Following tentative approval by the State Board of Education, a copy of the operating budget shall be made available to 

the public in the offices of the Superintendent. Not less than 10 days after the budget has been made available to the 

public and within a reasonable time prior to submission of the operating budget to the State Department of Education, a 

public hearing shall be held on the budget.  

 

Notice of the hearing shall be published as a Class I legal advertisement in the local newspaper at least 10 days prior to 

the hearing and for two successive weeks. Reasonable time shall be granted to any person who wishes to speak regarding 

any part of the budget. 

 

  

Final Adoption Procedures  

 

The Board must reconvene from the adjourned meeting held between March 7 and 27 on the third Tuesday in April for 

the purpose of entering the levy. The Board shall enter the levy and approve the budget after hearing objections to the 

proposed levy, and after first receiving approval of the Tax Commissioner and the Bureau of Finance and Administration 

in the State Department of Education.  

 

Since this is a continuation of the statutory meeting held between March 7 and 28, Board members shall not receive 

payment for attendance nor shall any other business be conducted. However, this meeting may be terminated and a new 

meeting convened at which other business may be considered and for which members may be paid.  

 

Within three (3) days after the third Tuesday in April the Superintendent shall forward certified copies of the Levy Order 

to the Tax Commissioner and the State Auditor. A notice of approved rates shall be forwarded to the Tax Commissioner, 

County Clerk and the Office of School Finance.  

 

 

Date Adopted:  3/28/16 

Date Amended: 

Date Reviewed: 
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File:  DEA 

 

A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 
 

FUNDS FROM LOCAL TAX SOURCES  
 

The Board of Education as provided by law shall impose a levy for the maintenance and operation of all schools in the 

County.  This levy shall be uniform throughout the county and the funds shall be distributed and expended without regard 

to the locality from which they are collected.  For the purpose of levies, property in the State of West Virginia is divided 

into four classes. 

 

Class I:  All tangible personal property employed exclusively in agriculture, including horticulture 

and grazing; all products of agriculture (including livestock) while owned by the producer.    

 

Class II:  All property owned, used, and occupied by the owner exclusively for residential purposes; 

all farms, including land used for horticulture and grazing, occupied and cultivated by their owners or 

bona fide tenants; 

 

Class III:  All real and personal property situated outside of municipalities, exclusive of classes I & II. 

 

Class IV:  All real and personal property situated inside of municipalities, exclusive of Classes I and 

II. 

 
The maximum regular levy rates that may be assessed by the Board of Education each tax year are set by the legislature. 

 
 Special levy rate limits equal the rates and total set by the legislature in any given year.   Consequently, the Board has 

within its authority the option to submit a special levy referendum to the people, which would generate revenues for 
current expenses up to a maximum of 100 percent of the totals allowed for the current year for the purposes identified in 
the levy.   

 

 

Date Adopted: 3/28/16 
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File:  DEB 

 

A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

FUNDS FROM STATE TAX SOURCES 

 
The West Virginia public school support plan as enacted by the Legislature fixes statutorily both State and County 

responsibility for financing public education. Its intent is to provide for a fair and equitable teacher salary schedule 

sufficient to ensure teacher excellence, as well as adequate financial support for the public schools generally.  

 

The basic foundation program is computed using the following seven steps:  

 

 Allowance for professional educators; 

 Allowance for service personnel;  

 Allowance for fixed charges;  

 Allowance for transportation;  

 Allowance for professional support services;  

 Allowance for other current expense, substitute employees, and Faculty Senates; and  

 Allowance to improve instructional programs. 

 

 

Date Adopted:  3/28/16 
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Date Reviewed:   
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

REVENUES FROM NONTAX SOURCES 
 

All fees, payments or rentals are quasi-public monies and remain within the authority of the Board of Education. Pursuant 

to State law, the Board requires that records be kept of all receipts and disbursements of all funds collected or received by 

any principal, teacher, student or other person in connection with, any programs, activities or other endeavors of any 

nature operated or carried out by or in the name of the school, or any organization or body directly connected with the 

school, to audit such records, and to conserve such funds.  

 

Any rental fees paid to the Board of Education shall be received and used for general expenses unless otherwise 

designated for a specific purpose.  

 

 

Date Adopted:  3/28/16 

Date Amended: 

Date Reviewed: 
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                      File: DFD 

 

 

A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

GATE RECEIPTS AND ADMISSIONS 
 

Pre-numbered tickets are to be used at any event where an admission fee is charged or a donation accepted for 

admittance. Whenever practical, separate individuals should be used to sell and collect the tickets. Tickets should be torn 

in half, one half being kept by the individual and the other for school records.  

 

A ticket reconciliation report must be prepared for each event. The report shall include beginning cash, number and type 

of ticket (i.e. adult, student), first and last number of tickets sold, price of each ticket, total sales, and ending cash 

balance. Advance sales of tickets must be a part of the report. The report must also show the type of activity and date, and 

must be signed by the preparer and the principal. Cash disbursements are not allowed from event collections. All 

proceeds from school sponsored events must be deposited intact into the school account. 

 

 

Date Adopted:  3/28/16  

Date Amended: 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 
 

CREDIT CARDS 

 
West Virginia State Board Policy 8200, Purchasing Procedures for Local Education Agencies, provides permission for 

the Hancock County School System to participate in a credit card program that can include purchasing cards, vendor 

issued credit cards, or corporate credit cards for the payment of authorized travel related expenses, and the purchases of 

commodities and services.  

 

The credit cards may be used by individual schools for the purchase of instructional materials and supplies, travel 

expenses incurred by students on authorized student trips, including the accompanying adults having supervisory 

responsibilities of the students, such as coaches, music directors, team sponsors, and chaperones. 

 

Members of the Board of Education and designated employees may have credit cards issued in their name after 

completing and signing an acknowledgement form. Designated employees include the superintendent, the assistant 

superintendent, and directors. 

 

Receipts 

 

An itemized receipt must be obtained for each transaction charged on a card.  The receipt must contain the following 

specific information and meet certain conditions: 

 

(1) Receipts must be itemized and include a description of the items purchased, unit price, 

quantity, and total cost for each item.  Use of generic terms such as “miscellaneous” or 

“various merchandise” is not acceptable. 

 

(2) Receipts must show no balance due or be marked “paid.” 

 

(3) Receipts must be totaled.  

 

(4) Receipts must show that the payment was by credit card. 

 

(5) All receipts should be kept in chronological order by date of purchase 
 

Reconciliations and Reviews 
 

1. Each cardholder is responsible for reconciling his/her statement every month.  The credit card program coordinator is 

responsible for reconciling the master statement. 

 

2. Individual and master statements must be examined carefully for billing errors, debits due to erroneous billings, or 

credits to correct a previously disputed item. 

 

3. Upon completion of reconcilement, the cardholder must forward his/her documentation to the coordinator for review.   

 

4. The coordinator is responsible for reconciling the master statement.  This includes reviewing all transactions to 

ensure that they are legitimate and for official business, and that all required documentation is present. 

 

5. For post-audit purposes, all documentation relating to the card program must be retained for two (2) years from the 

end of the fiscal year in which the transaction was completed. 

Page 1 of 3 



 

File: DGD 
 

6. Schools must provide copies of the master statement, receipts, and other documentation to the business office for 

review on a quarterly basis. 
 

Vendor Issued Credit Cards 

 

7. Vendor issued credit cards can include cards issued by gasoline companies (such as Exxon) or general merchandise 

outlets (such as Wal-Mart, Sam’s Club, Lowe’s, etc.) 

 

8. Vendor issued credit cards may be issued either in the name of Hancock County Schools without an authorized 

employee’s name printed on the card, or in the name of Hancock County Schools with each individual cardholder’s 

name also printed on the card. 

 

9. A vendor issued credit card can generally be used only for purchases from that particular vendor or related vendors.  

Normally, there are very few restrictions as to the type of merchandise that can be purchased using the card, 

therefore, stringent controls must also be maintained over who has access to the card and the types of purchases 

that are made. 

 

10. In the cases where a vendor issued card is issued only in the name of the Hancock County Schools, to maintain 

accountability and control, the finance office must maintain a log for each card whereby employees are required to 

sign-out the card each time the card is being used.  

 

11. Employees who are authorized to use a vendor issued credit card must attend a training course specifically 

designed for cardholders, whereby all rules pertaining to card use are discussed in detail, including purchasing 

policies, ethics, and disciplinary action that could result if the card is misused. 

 

12. Employees who are authorized to use a vendor issued credit card must also sign a statement acknowledging that 

they have attended the training session and that they understand and are willing to assume the responsibilities that 

are associated with the card’s use. 

 

13. All purchasing policies must be followed when making purchases using a vendor issued credit card, however 

purchase orders are not required if the card is issued in the name of a designated employee. 

 

Purchasing Cards 

 

The use of a purchasing card as an alternative payment method when making purchases of commodities and services may 

also be used. 

 

Authorized Card Holder: 

 

1. Purchasing cards may be issued only to Hancock County School’s regular, full-time employees; they cannot be 

issued to temporary or part-time employees, contract employees, volunteers, or students. 

 

2. Each card must be issued in the name of an individual cardholder.  Only the employee whose name appears on 

the front of the card is an authorized user of the card. Cards cannot be issued generically in the name of Hancock 

County Schools. 

 

3. Employees to whom purchase cards are issued must attend a training course specifically designed for 

cardholders, whereby all rules pertaining to card use are discussed in detail, including purchasing policies, ethics, 

and disciplinary action that could result if the card is misused. 

 

4. Employees to whom purchase cards are issued must also sign a statement acknowledging that they have attended  
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the training and that they understand and are willing to assume the responsibilities that are associated with the 

card’s use. 

 

5. All applicable purchasing policies must be followed for each transaction, regardless of the method of payment. 

 

6.    Purchase orders are not required for purchases of commodities and services made through the use of the State’s 

purchase card system or other purchase card system which provides the same level of internal accounting 

controls as the State’s system, but all requirements specified in this section of the policy related to the purchase 

card program must followed, including individual transaction limits, monthly transaction limits, and maximum 

number of transactions.  

 

7.    The Finance Director or designee is responsible for administering the purchasing card program.  The 

responsibilities may be delegated to a purchasing card coordinator. 

 

a. For the individual schools, the school principal shall serve as the purchasing card coordinator for his/her 

school and is responsible for administering the purchasing card program at that school. 

 

b. Responsibilities of the coordinators include, but are not limited to, the following: 

 

(1). Monitor and oversee the purchasing card program to ensure that key controls are in 

place to prevent misuse. 

(2). Determine the locations and types of purchases that may be made with each card and 

work with the credit card company to limit the card to those purchases and vendors 

only. 

(3). Determine the employees who are eligible to obtain a card. 

(4). Ensure the proper completion of applications and cardholder agreements. 

(5). Reconcile master statements. 

(6). Ensure the prompt payment of the master statement. 

(7). Ensure that all cardholders follow all purchasing policies. 

(8). Maintain copies of all cardholder agreement forms. 

(9). Disseminate updated purchasing card information to cardholders. 

(10). Activate purchasing cards. 

(11). Ensure that cards are canceled and destroyed upon a cardholder’s termination or 

separation of employment. 

(12). Determine the following: credit limit, single transaction limit, monthly transaction 

limit, number of daily transactions, and number of monthly transactions. 

(13). Be responsible for all charges appearing on the master statement.   
 

 

Date Adopted:  6/12/17 

Date Amended:   

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 
 

ACCOUNTING SYSTEM 
 

The Hancock County Board of Education adopts Virginia State Board Policy 1224, Accounting Procedures Manual for 

Public Schools, SBP 8100, Public School Finance and SBP 8200, Purchasing Policies and Procedures, as the accounting 

procedures for individual schools and support organizations in Hancock County.  

 

An accounting system is comprised of the forms, records, procedures and controls used to process financial data and 

produce reliable reports. An accounting system includes three basic functions: 

 

1. The recording of transactions. 

2. The summarizing of transactions. 

3. The reporting and interpreting of summary information. 

 

An integral part of any effective accounting system is a well-designed internal control structure. A school’s control 

structure consists of the overall attitude, awareness and actions of administration and other management personnel. 

 

A good internal control structure is a key factor in the effective management of a school system and its individual 

schools. Internal controls encompass both accounting and administrative control procedures. Characteristics of a good 

internal control system include: 

 

 Proper authorization of transactions and activities 

 Adequate segregation of duties 

 Adequate documentation and records 

 Adequate safeguards over use and access, and 

 Independent checks over performance 

 

Individual School Funds Management 

 

It must be noted that the state of West Virginia does not recognize individual schools as legal entities; therefore, 

principals do not have the legal authority to enter into contracts involving county personnel and or funding. Principals do 

have the authority to expend quasi-public funds and may enter into short-term contracts (e.g., athletic contests, class 

pictures, graduation gowns, programs, rings, yearbooks.) All other contracts must be entered into with the Board of 

Education serving as the legal entity. 

 

The following is a brief overview of the main but not minimum features of accounting requirements placed on schools. 

 

All financial transactions must be completed through the principal’s office. Schools are permitted to maintain a maximum 

of three school accounts: 

 

1. General Fund – an account for the general operations of the school and all other financial resources 

of the school except those contained in another fund. Each student organization shall receive a 

monthly statement of the balance of its account. A school may have as many subaccounts as needed 

in the General Fund. 

2. Faculty Senate Fund – a fund used to account for the revenues and expenditures of the school’s 

faculty senate. 
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3. Athletic Fund – a fund used to account for the revenues and expenditures of the school’s athletic 

programs. 

 

Schools are required to maintain the following account records for each fund: 

 

1. Pre-numbered receipt forms which must be issued for all monies received;  

2. Transaction (receipts and disbursements) Journal; 

3. Requisition and purchase orders for all transactions; 

4. Bank Checkbook; 

5. Bank deposit slips;  

6. Monthly financial statements; and 

7. Annual financial statements 

 

Accounts Receivable 

 

The principal or designee is responsible for ensuring that all unpaid charges are collected. This includes not only 

recovering the actual amount due, but all court costs or other charges incurred by the school as a result of the collection 

effort. When the funds are recovered, a receipt is to be issues\d for the total amount recovered and the total is to be 

deposited. 

 

If accounts receivable are determined to be uncollectible, the school is to file an annual report with the Director of 

Finance showing the names of the individuals from whom the bills are due and the total amount that has not been 

collected or provide a computer report with similar information. A file should be maintained for each individual to show 

the actions taken to collect the funds due. 

 

Authorized Expenditures  

 

All monies received by a school are considered quasi-public funds and are to be expended for the benefit of the students 

in the school.  

     

Banking and Bank Accounts 

 

All school funds must be deposited in an insured bank or one that provides adequate bonding to cover the deposits.  The 

account must contain the name of the county board of education, the school name, the fund name, and the County 

Board’s  

 

Federal Employer Identification Number (FEIN).  Any funds deposited in an account with the Board’s FEIN number 

must be accounted for in the schools’ general ledger and must follow the procedures in the Accounting Procedures 

Manual. 

 

Only one checking account per fund may be maintained. An exception to this is that the Career Technical and Adult 

Education Center is permitted to have a separate checking account for Pell Grants.  

 

Bank signature cards for individual that have signature authority on local bank accounts must be maintained current at all 

times.  The school principal must have signature authority for every account in which school funds are deposited.  In 

addition, the Director of Finance must also have signature authority on all accounts, including C.D. and investment 

accounts.  This is to ensure that the school has access to school funds during circumstances in which the principal and 

his/her designee, if applicable, are absent unexpectedly or for an extended period of time.  Signature stamps are not 

acceptable. 
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All schools must use preprinted checks, which have the school name and address, name of the fund, check number and 

two blank spaces for signatures. 
 
All monies collected from school activities must be remitted to the principal or a designee daily. Checks collected by the 
school must be made out to the school. Checks may not be made payable to an employee or a school group representative.  
 
 
Checks may be made payable to an approved third party vendor providing a commission to the school in the form of cash 
or merchandise (e.g., school pictures.) Monies collected after school hours or on weekends shall be remitted the next 
school day.  
 
If bank deposits are not made on a daily basis, a bank deposit slip must be prepared on a daily basis with the total 
collections made for the day sealed in a deposit envelope and placed in a safe or safeguarded until the deposit is actually 
delivered to the bank. Bank deposits must be made whenever total collections on hand exceed $500 or before an extended 
holiday.  Deposits must be made at least weekly regardless of the amount of collections.  Personal checks may not be 
cashed from these collections. 
 
Each bank deposit slip must contain the following information: 
 

 The name of the school 
 The bank account number 
 The date the deposit slip was completed 
 The series of receipt numbers comprising the deposit 
 The total amount of cash included in the deposit 
 A list of the individual checks included in the deposit, and 
 The total amount of the deposit 
 

The principal or designee is responsible for collecting all worthless checks including the face value of the check, all bank 
fees, court costs or other charges incurred by the school as a result of the check. 

 

Child Nutrition Funds 

 

These funds will be collected at the school level under the supervision of the principal in compliance with the most recent 

confidentiality guidelines for free and reduced meals.  The collection method must be approved annually by the Food 

Service Coordinator.   

 

Clearing of Class Accounts  

 

All class accounts are to be cleared at the time of the class graduation. As soon as all bills from the senior class have been 

received, the class officers and advisors shall meet with the principal to arrange the closing of the account. The 

administration will not approve the establishment of class reunion accounts with school class funds. Any money left in a 

class account after that class graduates will be transferred to the general school account at the beginning of the next 

school year, or to a school project improvement account. (WVC §18-5-13; SBP 1224.1)  

 

Concession Sales 

 

All proceeds from concession sales by a school or school organization are to be receipted and deposited intact into the 

school’s General Fund.  Merchandise purchased for resale is to be purchased by check issued for that purpose.  The 

purchase invoices are to be retained as supporting documentation for the disbursements. Periodically, a profit and loss 

statement is to be prepared to compare actual sales proceeds to the expected sales proceeds. 

 

Funding of Recognition and Awards Programs  

 

Schools are empowered to spend funds for student, parent, teacher and community recognition programs. However, the  
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funds must be generated through fund-raising or donation-soliciting activity and once generated must be designated for 

recognition programs. Before beginning the fund-raising or donation-soliciting, the school must publicize that the funds 

are being raised or solicited for that purpose. These funds MAY NOT be diverted for other expenses. Likewise, other 

public funds MAY NOT be used for recognition programs. Federal funds (i.e. Title I) may be used for recognition and 

awards program if the federal grant SPECIFICALLY and EXPRESSLY permits expenditures for that purpose, but only in 

accordance with all the terms and conditions of the grant. WVC §185-13(a)(2]  

 

Investments 

 

Fiscal management dictates that all excess funds be invested to maximize the amount of funds available to a school. Each 

principal or designee should closely monitor the available cash balance of each fund for investment possibilities. 

 

The types of investments that schools are permitted to make are: 

 

 Interest bearing checking accounts 

 Savings accounts 

 Certificates of deposit 

 Money market certificates 

 State Consolidated Investment Fund 

 

Every account in which school funds are deposited must be insured or the bank must provide bond to cover the maximum 

amount that may be invested at any one time. 

 

Petty Cash 

 

Schools are not permitted to establish petty cash accounts.   

 

Purchase Orders 

 

A purchase order system is to be maintained at each school whereby all purchases of materials, equipment, supplies and 

services are made through a pre-numbered purchase order approved in writing by the principal or designee before the 

purchase is made.   

 

Receipts 

 

A pre-numbered receipt must be issued for all collections at the time the funds are collected, regardless of whether the 

collections are in cash or by check. This includes, but is not limited to, all revenues collected from students and parents; 

vending machine sales, concession stand and cafeteria sales; gate receipts from competitive events; proceeds from 

carnivals, book fairs and other student activities; fund drive collections; donations; refunds from vendors; tuition 

payments; and, reimbursement from the Central Office. The total amount of receipts issued must equal the total amount 

of funds received. 

 

Records Retention 

 

All financial records, minute books and other documents maintained by or in the name of a school organization belong to 

the organization and must be delivered or handed over to the duly elected president of the organization, or to the county 

superintendent of schools, upon request. Copies of the organization's annual financial statements and minute books are to 

be retained permanently. The transaction journal, bank statements, and canceled checks are to be retained for at least five 

(5) years. All other financial records are to be retained for at least three (3) years. (SBP 1224.1)  

 

Review of Financial Records  

 

Page 4 of 6 



 

File: DIA 

 

Boards of Education have the authority, pursuant to the provisions of W. Va. Code 18-513(1), to examine the financial 

records of any parent teacher association, booster group or other school support organization collecting money in the 

name of a school, or to require the organization to provide the county board with financial statements that have been 

examined by an independent accountant. Such authority can be delegated to the Superintendent or Director of Finance.  

 

School-Based Fund Raising Accounting 

 

All school support organizations must obtain prior approval of the school principal before conducting any fund raising 

activity in the name of a school. All proceeds from fundraisers conducted by and in the name of the school must be 

receipted and deposited into one of the depository accounts.  Merchandise purchased for resale must be purchased by 

checks issued for that purpose.  A profit and loss statement that shows gross proceeds, cost of goods sold, and net 

proceeds must be prepared and made available for public inspection for each fund raising activity. 

 

School Support Organization Guidelines  

 

It is recognized that parent-teacher associations, booster groups and many other school support organizations provide an 

essential function in the support and funding of various curricular and extracurricular programs offered by Hancock 

County Schools. Without this support, many schools would not have the financial resources to provide many of the 

programs that students enjoy.  

 

In order for these outside organizations to be effective in their efforts to provide financial support, however, they must 

maintain the trust and support of the school community. To do this, it is essential that each school and all of the 

organizations that support the school, maintain an accurate accounting of all funds collected and expended. The Hancock 

County Board of Education accepts its role in assisting the school support organizations to develop and maintain the trust 

of the school communities throughout the county by establishing local policies by which such organizations are to 

operate.  

 

A list of all groups that will be collecting funds in the name of any school must be approved by the Board in advance. 

Also, each school support organization must be approved annually by the school's principal. It is strongly encouraged that 

student support organizations operate as a sub-account of the school's general fund and follow all school accounting 

procedures. 

It is the responsibility of the school principal to assure that all persons handling money within each school support group 

receive training on the contents of the Accounting Procedures Manual. It shall be the responsibility of the each 

organization’s president and board of directors to cooperate with the school principal in attaining this training.  

 

Annual financial statements are to be prepared by each school support organization and a copy is to be provided to the 

school principal. They should be prepared on either a fiscal year basis of July 1 through June 30 or in accordance with the 

organization's fiscal year, and are to include all financial activities of the organization for the year for which prepared.  

 

Effective July 1, 2001, support organizations that have $5,000.00 or more revenue or expenses within the fiscal year shall 

provide the Board of Education with an audit of the fiscal year finances.  Support groups with less than $5,000.00 in 

annual revenue or expenses shall be required to provide to the Board of Education an audit every three years.  This 

procedure will be established for the protection of all outgoing and incoming officers of the support organization and for 

the protection of the Board of Education.  The audit, along with the annual financial statement and any other 

requirements shall be provided to the Director of Finance for review before recommending approval by the Board of 

Education for support group status for the next fiscal year. 

 

Start up Cash Drawer 

Schools may establish a starting cash drawer ($500 maximum per gate) for athletic events, concession stands or other 

school activities.  Any amount greater than $500 must be approved in writing by the Director of Finance. 

 

Transaction Journal  
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Transactions shall be maintained to record all receipts and disbursements. Each posting should include the following: the 

date of the transaction; receipt or check number listed in numeric order, name of payor or payee; and individual 

account(s) for which the collection or disbursement was made.  

 

 

Date Adopted:  3/10/97  

Date Amended:  7/16/01; 4/08/01; 3/28/16 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

PURCHASING PROCEDURES 

 

The Director of Finance shall serve as purchasing agent and shall be responsible for developing and administering the 

purchasing system as established by the Hancock County Board of Education. The purchasing procedures for the 

Hancock County Board of Education shall be the adoption of State Board of Education Policy 8200 – Purchasing 

Procedures. 

 

Purchase Orders 

 

The Board is required to maintain a requisition and purchase order system on the West Virginia Education Information 

System (WVEIS) whereas an approved, pre-numbered purchase order is issued to the successful vendor prior to an order 

for a commodity or service is placed. The Board has established a purchase requisition system whereby the person 

requesting goods and services submits a written purchase requisition to his/her immediate supervisor. The Director of 

Finance approves all requisitions. The Superintendent approves requisitions initiated by the Director of Finance.  

 

Purchase orders are not required for refunds, reimbursement of travel expenses, the distribution of faculty senate funds to 

the individual schools in a county, and utilities. Purchase orders are also not required for purchases of commodities and 

services made through the use of the State's purchase card system, or other purchase card system that provides the same 

level of internal accounting controls as the State's system.  

 

However, in order to comply with the requirements of West Virginia Code §18-9B-9, and to maintain budgetary controls, 

the funds must be encumbered in the West Virginia Education Information System (WVEIS). In addition, all 

requirements specified in SBP 8200 related to the purchase card program must be followed, including individual 

transaction limits, monthly transaction limits, and maximum number of transactions.  

 

A copy of each approved purchase order must be retained for file. The file copy may be retained either on paper, or 

electronically if the original approval signatures are available for subsequent review.  

 

No purchase order may be issued in excess of the funds available in the current year or which obligate the funds of a 

subsequent year. Purchase orders may not be issued prior to the end of a fiscal year for delivery and payment after July 1, 

in excess of the amount available in the current year’s budget.  

 

Procedure for School Employees: 

 

1. All employee requests for purchases must be submitted to the principal or immediate supervisor. 

2. The principal or supervisor will approve or deny the request based upon need and availability of 

funds. 

3. The principal or supervisor shall make an effort to procure multiple quotations or informal bids, 

whichever is most feasible with regard to time, cost and quality for requests with multiple items that 

exceed $10,000 and single items that exceed $5,000. 

4. Purchases, services, or any expense made without a school purchase order are unauthorized.  The 

individual making an unauthorized purchase will incur a personal obligation to the vendor for the 

expense incurred even though the materials or services were used in the school system.  Exceptions 

will be made by the superintendent or his designee for emergency situations. 
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Procedure for County Employees: 

 

1. Purchase orders will originate at the location initiating the request and will be processed on accounts 

where there is sufficient budget for such obligations. 

2. All purchase orders processed on county accounts will be printed, signed, and mailed from the Business 

Office. 

3. A purchase order will be processed and approved by the Superintendent for purpose and the Director of 

Finance for available funds for all purchases made on behalf of Hancock County Schools. 

4. Purchases, services, or any expense made without a county purchase order are unauthorized.  The 

individual making an unauthorized purchase will incur a personal obligation to the vendor for the 

expense incurred even though the materials or services were used in the school system.  Exceptions will 

be made by the superintendent or his designee for emergency situations. 

5. An open purchase order may be issued for specialized maintenance materials and other products used 

infrequently to eliminate time delays and reduce the need for writing large numbers of small purchase 

orders. 

 

Open Ended Contracts, Price Agreements, and Blanket Purchase Orders 

 

The Board may use open-ended contracts, price agreements, or blanket purchase orders to obtain commodities or services 

of a repetitive nature rather than issue a purchase order for each individual purchase. The Director of Finance may solicit 

requirements for similar commodities and services to determine the best methods for acquisition.  

 

Open-ended contracts or price agreements may be used only in situations where the commodity and price are known 

through a competitive bid process, but the quantity needed is not, such as food products used by child nutrition program.  

 

Blanket purchase orders may be used in situations where there is normally a large volume of small dollar purchases of a 

repetitive nature and it is difficult to determine in advance exactly which products are needed, such as in facility or 

vehicle maintenance activities. Whenever practical, blanket purchase orders should be issued, with consideration of the 

bidding requirements, on a periodic basis throughout the year, such as on a monthly or quarterly basis, to maintain 

budgetary controls.  

 

Purchaser 

 

The Director of Finance shall be responsible for preparing formal bids, maintaining a vendors and bidders list, developing 

and administering purchasing procedures, and reviewing & approving all purchase orders. 

 

The quality standard for goods and services shall be established by the Director of Finance on the advice of supervisors, 

principals and teachers of the respective areas.  The purpose of use, the results to be obtained, the required 

characteristics, availability, standardization of product, manufacturer practices, and standardization of packaging, shall be 

considered when developing the quality standard.  All things being equal, contracts and purchases should be awarded to 

local firms. 

 

 

Date Adopted:  4/27/98 

Date Amended:  2/12/02; 8/27/01; 3/28/16 

Date Reviewed:  4/22/13 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

BIDDING PROCEDURES 

 

Quotes and Informal Bids 

 

Quotations or informal bids may be obtained by telephone, electronically (e-mail), fax, or in person.  A record of all 

quotes or informal bids must be documented. 

 

Formal Bidding 

 

Requests for items, equipment, or services that exceed twenty-five thousand dollars ($25,000,00) shall be forwarded to 

the Director of Finance to procure multiple quotations or formal bids, if feasible.  Formal bidding will be the first 

consideration, but time, cost, compatibility, single-source items, quality, etc. will determine feasibility of formal bidding.  

Under these circumstances, the Superintendent or designee will have the authority to authorize purchases without 

bidding.  The Superintendent shall advise the Board of Education of any such occurrences. 

 

Purchase with Federal Funds in excess of twenty-five hundred dollars ($2,500.00) must be bid by the Finance Office 

following formal bidding procedures as required in the Handbook for School Finance.  

 

Items forwarded to the finance office for bidding shall include detailed specifications concerning the items and 

recommended sources. 

 

Formal bids will be reviewed by the Director of Finance, the principal or supervisor making the request, and the 

Superintendent in order to determine which bid, if any, to recommend to the Board of Education for acceptance. 

 

Bids will be returned to the principal or supervisor to be processed on a purchase order at the location where the money is 

budgeted. 

 

Board authorized or requested quotations for goods or services shall be based upon specifications prepared by the 

Superintendent, Directors, or other appropriate personnel in consultation with professional assistance from engineers, 

architects, selected vendors, etc., when warranted. 

 

Bidding for the purchase of services from persons contracting for the building or repairing of school property, where the 

contract exceeds one hundred dollars ($100.00), shall be required to execute a bond, with approved security, in the 

amount of the contract price. 

 

The bidding for purchase of services, equipment, vehicles, or construction that is expected to exceed five thousand 

dollars ($5,000.00) shall require a five percent (5%) bid bond. 

 

Formal bids will be returned to the Office of the Superintendent and opened publicly at a specific time with two or more 

board employees in attendance.  The bids must be controlled and safeguarded until opened and no bid shall be accepted 

after the bid opening starts.  The bids shall be available for inspection under supervision. 

 

The specifications, contracts, and bids issued by the West Virginia State Purchasing Division or cooperative bidding with 

other counties or agencies may be used when the goods and services are equal to or better than those available elsewhere 

in cost, in quality, in suitability, and in convenience of service. 
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The Board of Education shall have the authority, in instances where it would be advantageous to the school district, to 

reject the low valid bid meeting specification and to recommend another, or to reject all bids. 

 

Emergency Procurement 

 

When an emergency occurs requiring immediate action or when time factors are of the essence, the Superintendent shall 

have the discretion to procure the necessary goods and services to provide for the schools and students of the Hancock 

County School System. 

 

The categories of emergencies include: 

 

1. Declared Emergency – an unexpected situation or sudden occurrence of a serious and urgent nature that has been 

declared an emergency by the Governor of West Virginia. 

2. Local Emergency – an unexpected situation or sudden occurrence of a serious and urgent nature that demands 

immediate action. These situations may arise from acts of nature; conditions that are detrimental to the health, 

safety, or welfare of students; or other unforeseen events that threaten the termination of essential services 

including delays in the transportation of indispensable goods and materials. Situations resulting from improper 

planning or negligence are not considered emergencies. 

 

The procurement of multiple bids/quotations, due to the time factor involved, is not necessitated when the foregoing 

situations exist. In case the aforementioned situations occur, the Board of Education will be notified, in writing, of the 

occurrence at a subsequent meeting. 

 

 

Date Adopted:  4/11/16 

Date Amended: 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

VENDOR RELATIONS 
 

A list of school and department addresses will be available for vendors so they may forward their catalogs and 

advertising materials to each location. 

 

Approved vendors will be all those currently doing business with Hancock County Schools and those expressing a desire 

to do business that are established and have services, materials, or supplies that are required by the school system. 

 

Failure to perform on previous contracts or to respond to quotation requests will be considered sufficient reason to delete 

a business from the list of approved suppliers.  A supplier who has been so deleted will be reinstated only when he/she 

shows adequate evidence of his/her willingness and proven ability to meet specifications or to perform contracts. 

 

When all considerations are equal, it is the desire of the Board of Education to do business with local suppliers located 

within Hancock County first; regional suppliers located within West Virginia second; and, suppliers outside of the district 

and West Virginia third. 

 

 

Date Adopted:  4/11/16 

Date Amended: 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

PAYMENT PROCEDURES 
 

Authorization for payment of bills may be granted at any regular Board meeting. Bills shall be presented in the aggregate 

according to funds as categorized by the Director of Finance. Routine, dated utility bills may be paid prior to monthly 

Board approval in order to take advantage of discounts given for timely payment.  

 

Hancock County School System is not permitted to expend any funds unless an itemized invoice for payment is filed by 

the claimant. If the claim is for services rendered, the invoice must identify the kind of service, the date performed, the 

person performing the service, address and the amount due. If the claim is for materials, equipment or supplies, the 

invoice must identify in detail the vendor, address, phone number, the item provided, the quantity, the date provided, to 

whom provided and the amount due. 

 

All invoices must be verified for clerical and mathematical accuracy when received.  

 

The receiver shall inspect all deliveries for quantity, quality, damages, and specifications pertaining to those listed on the 

purchase order. Signed packing slips verifying receipt will be forwarded to the person responsible for initiating the 

purchase order. 

 

 

Date Adopted:  4/11/16 

Date Amended: 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

PAYROLL PROCEDURES/SCHEDULES 

 
The Board of Education has established and authorized the uniform pay day schedule for all District employees. All 

employees shall be paid twice monthly for twelve months, that is, there shall be 24 paydays for all employees including 

ten through twelve month contracts annually.  

 

Hancock County Schools will pay semi-monthly on the 10th and 25th of each month.  If the pay date falls on a Saturday or 

Sunday the pay date will be the preceding Friday.  When a holiday falls on a Friday and the pay date is a Friday or a 

Saturday the pay date will be the preceding Thursday.  When a holiday falls on a Monday and the pay date is Sunday or 

Monday the pay will be the preceding Friday. 

 

Upon the written request of any employee, the Board of Education shall have the employee's compensation deposited 

directly into a demand or time deposit or time account in a bank, credit union, or savings and loan association. The 

written request shall specifically identify the employee, the financial institution, the type of account, and the account 

number. 

 

Two hundred day employees may request in writing to receive their annual salary in twenty pays (September through 

June).  This option has a three year minimum. 

 

 

Date Adopted:  4/24/00 

Date Amended:  6/24/02; 4/11/16 

Date Reviewed:  11/13/00; 4/22/13 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

SALARY DEDUCTIONS 

 

As mandated by State and federal laws, the following salary deductions shall be made from all employees' checks: state 

and federal income tax, social security, and teacher retirement.  

In addition, the Hancock County Board of Education may authorize payroll deductions, upon request of the employee, for 

premiums for insurance, tax sheltered annuities, loans, Series E Bonds, credit union, and membership dues or fees to 

employee associations. The deadline for authorization for payroll deduction of employee organization membership dues 

shall be October 20 of each fiscal year. Dues will be mailed to the treasurer of each association at an address to be 

furnished to the Director of Finance of the Board of Education. The employee may cancel the authorization by written 

notice to the president of the association involved who, in turn, will notify the county payroll department prior to the cut-

off date for the next pay period. 

New and/or additional payroll deductions for private commercial insurance, investments, or other commercial firms shall 

not be approved unless five percent of all eligible employees desire such deductions. In the event the number of 

deductions falls below such percentage, the firm/company shall have the choice of reimbursing the Hancock County 

Board of Education for expenses or have payroll deduction privileges revoked.  

 

All employee requested payroll deductions may be terminated at any time by a written statement from the employee.  

 

Pursuant to the provisions of WVC §18A-4-9, the Hancock County Board of Education can, upon court order, garnish the 

wages of an employee.  

 

 

Date Adopted:  1/27/75 

Date Amended:  4/12/85; 3/26/01; 4/11/16 

Date Reviewed:  7/01/85; 10/23/95; 4/22/13 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

TRAVEL REIMBURSEMENT  

 
Authorized travel expenses may be reimbursed by the Hancock County Board of Education in accordance with WV State 

Board Policy 8200, Purchasing Procedures for Local Educational Agencies, and WV State Code §18-5-4, 18A-2-14, and 

§18A-5-4. In order for reimbursement to be occur, all travel expenses must be itemized and verified on a daily basis. 

Travel expense forms are to be submitted for each employee individually and can be found on the Hancock County 

Schools website at http://hancock-k12.wvnet.edu.   

 

Travel within the County 

1. Travel reimbursement within the county will be made for mileage recorded on privately owned vehicles 

when travel has a legitimate institutional purpose and only when travel benefits the Hancock County School 

System.  Detailed itemization on places visited and the reasons for said visits must be shown.  Mileage 

charged shall be that shown on district generated "Distance Tables" or employees may record actual 

odometer readings for distances not shown on the tables. 

 Mileage will be paid at the current rate established by the Board which shall be at least the lesser of, and not 

more than the greater of, the federal standard mileage rate or the rate authorized by the State Travel 

Management Office. 

2. Reimbursement for travel expenses for commuting purposes is not permitted except where an employee has 

completed his/her normal work day and is required to return to a location other than his/her headquarters.  

Reimbursement will be made on the mileage from the individual’s headquarters to the meeting site.  

Employees picking up or delivering packages in route to work from home or from home to work shall not be 

paid a mileage allowance. 

 

Travel outside the County 

1. Prior authorization must be secured for out-of-county trips.  The "request for out-of-county travel 

authorization" should be submitted to the Superintendent for approval at least ten (10) days prior to proposed 

in-state travel and thirty (30) days prior to proposed out-of-state travel. The Superintendent shall have the 

authority to approve out-of-county travel. Out-of-state travel requests for all employees (including principals 

and others whose travel is paid from quasi-public funds) shall be approved by the Superintendent.  

2. Mode of Transportation 

 Reimbursement - Reimbursement for transportation will be limited to the actual cost supported by 

ticket stubs or other appropriate documentation based on the most direct and practiced route possible.  

Mode of transportation shall be that which is most efficient and economical to the school district. 

 Privately-owned Vehicles - Mileage allowance for use of privately-owned vehicles engaged 

in county business will be paid at the current rate established by the Board which shall be at 

least the lesser of, and not more than the greater of, the federal standard mileage rate or the 

rate authorized by the State Travel Management Office. 

 Cost of parking and garage fees as well as turnpike and bridge tolls, will also be allowed on 

out-of-county trips.  However, reimbursements for travel to and from a destination outside 

the county (mileage, hotel and meals) shall not exceed the tourist class fare by commercial 

airlines.  
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 When two or more employees are attending the same event, conference, or workshop, they shall car-pool, 

if possible.  

3. Subsistence 

 Lodging - All persons traveling on county business will be reimbursed in an amount equal to their actual 

hotel bill (excluding personal items).  An itemized receipt for the amount paid for hotel room must be 

submitted with the expense account.  

 Meals - Reimbursement will be made for costs incurred while out of Hancock County to a maximum of 

forty ($40.00) dollars per day. All receipts must be itemized before reimbursement. 

  The cost of each meal is to be shown separately.  On an overnight trip meal costs will be allowed on both 

the day the employee leaves home and on the day s/he returns to the extent that his/her leaving and 

arrival time include such times as is normally utilized for a particular meal.  For example, if an employee 

leaves at 10:00 a.m. and returns the next day at 4:00 p.m., the employee may be reimbursed for his/her 

lunch and dinner on the day s/he leaves and breakfast and lunch on the day that s/he returns. 

 

Items not Reimbursed 

There shall be no reimbursement for tips and gratuities, and alcoholic beverages. In addition, expenditures for laundry, 

travel insurance, entertainment, etc., are considered personal charges and shall not be reimbursed. 

 

Timeline for Reimbursement 

 

All accounts shall be completed and filed with the treasurer within five (5) working days following return from the trip. 

 

All travel must be submitted for reimbursement within the fiscal year the expense was incurred unless authorized by the 

Superintendent or Treasurer. 

 

Date Adopted:  9/26/88 

Date Amended:  7/26/93; 10/23/95; 3/26/01; 10/24/05; 1/23/06; 11/17/08; 6/26/17 

Date Reviewed:  4/22/13 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

TAX-SHELTERED ANNUITIES 
 

All employees of the Hancock County School District shall be given the opportunity of entering into an amendment in 

their existing contract of employment for the purpose of affecting a reduction in the salary paid to the employee for the 

period of one school year, and that for each employee who voluntarily elects to accept such reduction in the salary paid, 

the Hancock County School District will deposit an amount of such reduction as premiums on an annuity contract, mutual 

fund or to a broker as designated by said employee and is in such form that will qualify the payments there on for tax 

deferment under section 403(b)& 457of the United States Internal Revenue Code. 

 

Any company wishing to sell Tax Sheltered Instruments to Hancock County Board of Education employees must show 

evidence of proper license in the State of West Virginia and compliance with the School Laws of West Virginia under 

Sections 18-25-1 and 18A-4-12. 

 

For investments in Tax Sheltered Instruments a minimum of ten (10) employees desiring enrollment with an individual 

company shall be required in order for our Board of Education to authorize payroll deductions.  This regulation will not 

affect companies or employees having existing Tax Sheltered Annuities within the system.  Each new company must be 

approved by Board action at a regular Board meeting. 

 

An employee wishing to invest in a mutual fund or with a broker must provide evidence of the proper licensure of the 

broker or mutual fund in the State of West Virginia and compliance with the School Laws of West Virginia under Section 

18-25-1 and 18A-4-12. 

 

An authorization form must be properly completed and signed for each enrollee and a copy forwarded to the payroll 

department. 

 

All tax deferred investments must be in compliance with the Internal Revenue Code - Section 403(b) or 457. 

          

    

The Board of Education assumes no responsibility for the terms and conditions or value of any contract from either the 

company or employee standpoint other than to make the payroll deductions indicated per the individual signed 

Agreements. 

 

 

Date Adopted:  10/17/74 

Date Amended:  4/12/93; 8/26/96; 11/12/02; 4/11/16 

Date Reviewed:  7/01/74; 10/23/95; 4/22/13 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

SCHOOL CLOSINGS AND CANCELLATIONS 

 
The Superintendent of Schools or designee, under the powers granted by the statutes of the State of West Virginia, may 

order the closing of any or all schools due to inclement weather or any emergency, which in the opinion of the 

Superintendent of Schools or designee, may affect the health or safety of the students and employees. 

 

School Messenger will be used to complement the emergency preparedness procedures.  

 

The School Messenger Emergency Notification System, enhances the school system’s ability to accurately deliver school and 

county emergency information, including delays and cancellation announcements directly to parents and staff members via 

automated phone calls and/or emails that originate from the web-based call system. Only emergency information such as a 

school crisis or delay and cancellations due to inclement weather will be relayed by the County Office.  

 

In accordance with WV State Board Policy 3234: School Calendar and WV Code §18-5-45, the school calendar shall 

provide an instructional term for students of no less than 180 separate days of instruction. 

 

If it is not possible to provide 180 separate instructional days within the school calendar as originally scheduled, the 

county board must schedule instruction on any available non-instructional day other than holidays, Election Day, or 

Saturdays and Sundays, regardless of the purpose for which the day was originally scheduled, or use a day that was 

scheduled as a closed day.  County boards have the ability to apply for a waiver in accordance with the provisions of W. 

Va. Code §18-5-45 (o) to assist with meeting the mandatory 180 days of instruction.

In the event of weather related delays and cancellations, the county will initiate calls to parents and staff members using 
School Messenger with as much advanced notice as the situation allows on a case-by-case basis. All of the other 
communication tools the County has used in the past, including the Hancock County School website www.hancock-
k12.wvnet.edu, local television and radio stations, will be utilized, as available, after the School Messenger calls are 
initiated. 

 

Inclement weather or other emergencies may result in:  

 

1. A two-hour or a three-hour delay in the starting time of the instructional day; or, 

 

2. Schools in a specific localized area of the county being closed (cancellation of extra-curricular activities, 

night school, and non-school activities taking place in affected schools); or, 

 

3. Schools throughout the county being closed (cancellation of extracurricular activities, night school, and non-

school activities taking place in the schools); or 

 

4. Early dismissal (cancellation of extra-curricular, night school, and non-school activities taking place in the 

schools). 

 

Due to extenuating circumstances, should conditions causing the cancellation improve significantly, at 11:00 a.m. or 

later, the principal of a school may authorize a school-related activity to take place. The Superintendent or designee shall 

have the authority to cancel all school-related activities.   

 

Some buses may not always be able to run due to the conditions of their route or because snow, ice, or flood water exists 

in specific areas of the county.  It will be up to the judgment of the bus operator concerned as to whether attempting to  
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travel the route will involve too great of a hazard.  In case a driver does not make a trip, he/she shall first notify the 

transportation department of the decision and then School Messenger will begin notification to parents. 

 

When buses run during snow, flood, or severe cold weather, parents should use their own judgment about sending their 

children to school.  There will be no prosecution by the attendance director for pupils missing school because the parents 

determined that weather or roads were too hazardous in the area where they live to send their children to school. 

 

Other emergency conditions affecting the health and/or safety of the students and employees may cause the closing of a 

school or schools, and/or departments, by the Superintendent of Schools or designee. 

 

All information will be disseminated from the Office of the Superintendent of Schools. 

It is of the upmost importance for parents to provide accurate, up-to-date contact information for every child so 

messages will be delivered appropriately. Parents can change, add or update contact information for School Messenger 

by contacting their child’s school. 

Parents may opt-out of participation in School Messenger. Before making this decision, it is important to be aware that 

any parent who opts-out of participation will not receive ANY emergency calls from School Messenger, not just 

weather-related information calls. This would include information about a crisis or emergency in any of our buildings 

of any nature about which the School/County chooses to communicate via School Messenger. The County anticipates 

that School Messenger will be the primary communication tool in the event of a building crisis or emergency. 

 

 

Date Adopted:         10/22/1973  

Date Amended:        9/11/95; 5/24/99; 3/25/08; 11/08/10; 7/28/14; 11/09/15; 9/22/16 

Date Reviewed:       7/01/85; 11/13/00; 4/22/13     
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia  26047 

 

ACCESS TO BUILDINGS 
 

This policy provides guidelines for visitors to any Hancock County School during the instructional day.  All visitors 

acknowledge that their presence in the county schools is accepted as a privilege, and not a right.  The county schools exist 

primarily to serve the needs of the students; therefore, personnel other than the individual school staffs are expected to 

follow the guidelines included in all policies and to recognize that their presence in the school building is solely at the 

discretion of the building administrator.  Visitors are welcomed into the county schools with expectations that their 

presence will contribute positively to the educational climate at the schools. 
 

 Visitors are defined as anyone who is not a student or a member of the school staff.   

 All visitors must enter through the main entrance and sign-in at the main office. Sign-in procedures for visitors 

may include a credential exchange.  The credential exchange requires all visitors to sign-in, produce a photograph 

ID, and be authorized by an authorized school staff member before building access is permitted.  The authorized 

staff member will retain the photo ID and give the visitor a badge.  The visitor is to sign out at the conclusion of 

the visit.  The photo ID will be returned at that time. 

 Visitors to the school that are employees of the Board of Education, such as bus drivers, maintenance employees, 

central office staff, substitute teachers, itinerant personnel, etc. must enter through the main entrance and sign-in 

with the appropriate school staff.  Board of Education employee visitors that are not wearing Board of Education 

provided uniforms must display their ID badge on their person.  The visitor is to sign out at the conclusion of the 

visit. 

 Vendors providing regular services to the school, such as mail carriers, milk deliveries, rubbish haulers, delivery 

people, shall be admitted to school property, but only for as long as is necessary to accomplish the particular task 

and under the general supervision of the principal or designee.  Vendors will be required to display their own 

company identification badges or company uniforms while on school property.  It is the principal’s responsibility 

to develop and implement guidelines for these types of visitors that accommodates the needs of the vendor and 

does not compromise the safety of the students or staff.    

 Visitors are expected to be appropriately dressed and to display respect for activities in progress at the school. 

 Visitors shall not compromise the integrity of student confidentiality policies.  Visitors to the school must 

recognize that information regarding any confidential school matters overheard is not expected to leave the 

school. 

 Visitors may be denied future access or limited access to the school during school hours if their conduct is such 

that a building administrator feels it is disruptive to the school’s educational program.  

 With school administrative permission legal guardians of students, school volunteers, LSIC, and business 

Partners-In-Education team members are welcome to participate in events or to partake in lunch with students at 

the school.  Other visitors may be invited by special permission of the principal or designee.  All visitors are 

expected to abide by the general rules of the school as defined by the building administrator. 

 Classroom visits must be approved in advance by the principal or designee and classroom teacher. 

 Visitors are not permitted to remove students from the classroom or other school activities, without the direct 

permission of the legal guardian of the student and/or the building administrator accompanying the visitor during 

this time. 

 Visitors participating in school events are expected to conduct themselves as guests of the school and to avoid 

disruption of any other activities ongoing at the school.  Visitors may be denied future access or limited access to  
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the school during school hours if their conduct is such that the building administrator feels it is disruptive to the 

school’s educational program. 

 Salesperson or other non-educational personnel are not allowed to disrupt class time activities ongoing at the 

school.  Appointments should be scheduled before or after student arrival or departure. 

 Building principals shall have the authority to sign a complaint charging criminal trespass when deemed 

necessary. 

 

 
Date Adopted:  1/22/08 

Date Amended:  8/11/14; 9/12/16 

Date Reviewed:  
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia  26047 

 

STAFF/STUDENT/VISITOR/VENDOR/ IDENTIFICATION PROCEDURES 

 
In accordance with the goals of the Hancock County Schools’ Unified Plan in order to help assure the safety of Hancock 

County students, staff and community, it is the policy of the Hancock County Board of Education that an Identification 

Card Program be instituted in Hancock County Schools. 

 

The identification of people who have access to our school facilities and buses is but one aspect of safety issues 

addressed by Hancock County Schools.  Among the top priorities of the Governor’s Task Force was the issue requiring 

identification cards for all employees, visitors, vendors, and high school students. The practice of requiring identification 

cards can enhance safety and alert school personnel of the presence of potential safety issues.  This policy is enacted so 

that all persons having legitimate business in the schools of Hancock County can be properly identified. 

 
Principles of Operation 

 
All employees must wear the county approved photograph identification card while performing assigned duties affiliated 

with the Hancock County School System.  All volunteers, student teachers, or persons regularly on the school premises 

must also wear a county approved photographic identification card. 

 

Any visitor wishing to be present in any Hancock County School building must first report to the office for administrative 

approval before proceeding.  A visitor identification pass will be issued to the visitor to use while present in the building.  

Upon leaving, the visitor must return the identification pass to the office and notify the office of his/her exiting the 

building.  All photograph identification cards must be displayed in a readily visible place on the person. 

 

Vendors who have access to school building are required to display their own company identification card while on 

school premises. In addition, per WV Code 18-5-15C, contractors, vendors and other service providers and their 

employees shall not have unaccompanied contact with students or unaccompanied access to school grounds when 

students are present unless the Board verifies that the aforementioned persons have not previously been convicted of a 

sex offense. Contractors, Vendors and service providers must annually verify the criminal records of their employees 

before the Board grants unaccompanied contact or access. 

 

 
Date Adopted:  1/8/01 

Date Amended:  8/26/02; 9/12/16 

Date Reviewed:  8/11/14 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

KEYS 

 
Keys are property of Hancock County Schools and are issued for the purpose of conducting school business.  Keys shall 

be issued only to persons who have the authorization of the appropriate supervisor, in accordance with established 

procedures.  All keys are issued by the HCS Facilities and Maintenance Department. 

 
Types of Keys 

 
Controlled Keys 

 
Keys which open buildings, offices, and controlled security areas. 

There are two categories of controlled keys: 

 

 Operating Keys operate one door or lock (office, classroom, or other work space.) 

 Master Keys operate locks for more than one operating key.  There may be several levels of master keys 

to minimize key assignments to authorized individuals. 

 
Non-Controlled Keys 

 

Keys which typically unlock file cabinets, desks, and display cabinets.  These are not controlled but may be obtained 

from the HCS Facilities and Maintenance Department. 

 

Authorization Requirements 

 

Authorization is required for issuance of controlled keys. 

 
Issuance of Keys 

 
Keys shall be issued by the HCS Facilities and Maintenance Department, as authorized by a completed Key Request 

Form and work order request.  The Key Request form must be signed by the person to whom keys are assigned.  

Individuals who duplicate keys or lend keys to others may be subject to disciplinary action.  The HCS Facilities and 

Maintenance Department shall conduct periodic physical audits of keys assigned.  Key logs are the responsibility of the 

Site Administrator (Principal/Director) and must be maintained at each facility. 

 

Non-controlled keys may be obtained by sending or delivering a completed Key Request form to the HCS Facilities and 

Maintenance Department. 

 
Employees will be issued controlled keys by the HCS Facilities and Maintenance Department. 

 

Key holders are responsible for school facility keys in their possession. 

 
Transfer of Keys 

 
The transfer of controlled keys between employees or between departments and employees is NOT permitted.  All 

assignment of controlled keys shall be through the HCS Facilities and Maintenance Department. 
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Lost Keys 

 

The loss or theft of any key shall be reported immediately to the key holder’s supervisor and the HCS Facilities and 

Maintenance Department.  Any damaged or broken control keys must be returned to the HCS Facilities and Department.  

Replacement of lost, misplaced, or stolen keys will be made in accordance with procedures for original issue. 

 

Return of Keys 

 

All keys must be accounted for upon change in employment status, by returning the issued keys. 

 

It is the responsibility of the key holder and the administrator who authorized issuance of the key(s) to ensure that all 

controlled keys are returned to the Facilities and Maintenance Department upon the key holder’s transfer to another 

department, termination of employment, or change of assignment which makes it unnecessary for the key holder to have 

certain keys. 

 

 

Date Adopted:  4/14/08 

Date Amended:  4/22/13; 9/12/16 

Date Reviewed: 
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Hancock County Schools 

Key Request-Use Authorization and Acceptance Form 
 

Key Use Authorization – To be completed by Site Administrator 
 

School/Facility:_____________________    Authorized by (Principal/Director)    _______________ 

 

            Reviewed by (Director of Facilities) _______________ 

 

I authorize the listed employee to be issued the following key(s) for access to Hancock County Schools ’ facilities: 
 

Name of key holder: __________________________   Job Title: ________________________________ 

 

Key Number  Building/Room  Date Issued*  Date Returned* 
 

___________  _____________  ___________  ______________ 
 

___________  _____________  ___________  ______________ 
 

___________  _____________  ___________  ______________ 

 

___________  _____________  ___________  ______________ 

 

*Key holder and Principal shall initial date of issuance and return for each key  

 

 

Key Acceptance and Use Agreement – To be completed by person receiving key(s) 

 

For and in consideration of the use of the above listed key(s) to Hancock County School facilities, the undersigned hereby 

acknowledges receipt of such keys, and agrees to use such keys only in accordance with Hancock County Board of 

Education Key Policy ECAB.  In the event any Hancock County Schools facility key in the key holder’s possession is 

lost or stolen, key holder agrees to report such loss of theft IMMEDIATELY to his/her Site Administrator and the 

Facilities and Maintenance Department. 

 

The undersigned agrees that the above key(s) remain the sole and exclusive property of Hancock County Schools while in 

the undersigned’s possession and agrees to return all keys to his/her Site Administrator upon termination of Hancock 

County Schools’ duties or transfer to another Hancock County Schools’ facility. 

 

The undersigned understands that his/her name will be listed as the person responsible for the above numbered key(s) in 

Hancock County Schools’ records. 
 

 

_____________________________________________________ 

Name (PLEASE PRINT) 

 

_________________________________________________  ____________________________ 

Signature of person receiving key(s)     Date 

 

 

(Completed form must be returned to the Hancock County Schools Facilities and Maintenance Department)  
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

BUILDINGS AND GROUND MAINTENANCE 

 
The intent of this policy is to provide direction regarding the prioritization of facility maintenance activities within 

Hancock County. This policy is not intended to govern general custodial activities or capital improvement items. 

 
All facility maintenance needs are to be brought to the attention of the Director of Facilities and Maintenance by entering 

the need into the School Dude maintenance software program.  Each school or work location will have a designated 

person to make the entry into the School Dude system.  It will be the responsibility of the Director of Facilities and 

Maintenance to monitor the system, prioritize the requests, and schedule the repair.   

 

School or Workplace Responsibility 

 
1. Any employee can initiate a maintenance repair by completing a local work order and forwarding it to their 

principal or supervisor.  

2. The school principal or supervisor is to review all forms on a daily basis. 

3. If there is any need for clarification, the school principal or supervisor will contact the form initiator within one 

school day and ask for clarification. 

4. The principal or supervisor will then have the request entered into the School Dude software program and 

forwarded to the Director of Facilities and Maintenance. 

 

Prioritization 

 
The Director of Facilities and Maintenance will review all new work requests on a daily basis and assign priority status to 

the request. Work requests will be prioritized in the following order: 

 
Priority One – Safety:  Any item that can potentially cause physical injury to any student, employee or school 

visitor. 

 

Priority Two - Classroom Climate: Any item identified as detrimental to providing an adequate environment 

for students to learn. 

 

            Priority Three - General Maintenance: Any item not included under Safety or Classroom Climate.       

 

The Director of Facilities and Maintenance shall be responsible for communicating the status of work requests to 

principals through School Dude upon completion.   

 
School Based Decisions 

 

Principals are responsible for maintaining a safe school environment that is conducive to learning. Should a safety item 

represent an immediate hazard, the principal must limit access to that area until the hazard has been corrected and 

immediately contact the Director of Facilities and Maintenance by telephone.  Even though an emergency phone call has 

been made to alert the Director of Facilities and Maintenance, an emergency work request must be made through School 

Dude. 

 

The principal or supervisor, when reviewing the work requests from his/her work location, may determine that the repair  
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is the responsibility of the custodial staff. These requests should not be entered into School Dude. They should be 

forwarded to the custodial staff and monitored for completion by the principal or supervisor. 

 

 
Date Adopted:  11/9/92 

Date Amended:  3/25/08; 5/29/13; 9/22/16 

Date Reviewed:  
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

TRAFFIC AND PARKING PROCEDURES 
 

In accordance with the stated purposes of the public school facilities in providing a sound educational program for 

students of Hancock County, and to better assure free access in and out of public school facilities for emergency vehicles 

and persons having legitimate business in said school facilities, the Board of Education of Hancock County, West 

Virginia, in accordance with Chapter 17C, Article 14, Section 13, of the West Virginia Code, sets forth the following 

policy. 

 

1. The use of school roadways, driveways and parking areas shall be at the discretion of the Board and its agents; 

2. The Board and its agents shall designate certain areas on and surrounding public school facilities as ‘’no parking 

areas” and “handicapped parking zones”; 

3. The Board and its agents shall designate certain other areas on and around surrounding public school facilities as 

“limited access parking zones”; 

4. The Board and its agents shall enforce this policy by posting the areas and zones referred to above with signs 

designating the areas as “no parking areas”, or handicapped parking zones”, or “limited access parking zones.” 

5. The Board and its agents shall enforce this policy by causing any vehicle left standing unattended in such areas or 

elsewhere on school property, without express permission, to be removed by a reputable towing company at the 

expense of the owner of said vehicle, and causing said reputable towing company to notify the West Virginia 

Department of Public Safety of said action in accordance with the provisions of the West Virginia Code. 

6. The Board and its agents shall enforce this policy by causing any vehicle not properly registered and stickered 

under the regulations issued for student-operated vehicles, and parked in any area of school property during 

normal school hours, to be removed by a reputable towing company at the expense of the owner of said vehicle, 

and causing said reputable towing company to notify the West Virginia Department of Public Safety of said 

action in accordance with the provisions of the West Virginia Code.* 

7. A listing of licensed towing operators shall be established and such towing operators will be called by the 

principal on a rotating basis. 

 

 

*NOTE: This item pertains only to the senior high schools. Vehicles may be properly registered and 

stickered by obtaining an application through the principal’s office. 

 

 

Date Adopted:  11/7/88 

Date Amended:  3/13/95; 9/12/16 

Date Reviewed:  11/13/00; 2/11/08 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

ENERGY CONSERVATION 
 

All principals must see that all lights are turned out in their buildings at the end of the day with the exception of the exit 

lights or rooms that are being cleaned. This should be done when rooms are not in use, even if it is for only one period a 

day. 

 

All furnaces must be checked to determine they are working at a maximum efficiency. The maintenance department 

should be notified upon any indication that the heating system is not working properly.  

 

A temperature must be maintained in the building that is desirable for human habitation during school hours.  Most 

important, a building must be kept at a comfortable temperature that would promote a desirable learning situation for 

students and staff. The controls should operate to control the room temperature so that it is not necessary to heat a room 

beyond the level of temperature, and then require the opening of windows to cool it off. These situations must be reported 

immediately to the Director of Facilities and Maintenance.  Any cracked windows must be replaced immediately. The 

building must be maintained on a day and night cycle to accommodate for the entire school day schedule. 

 

Furnace filters must be changed on a regular schedule to promote the free flow of air.  The changing of the filters is the 

responsibility of the building custodial staff.  The principal, in cooperation with the Director of Facilities and 

Maintenance, will develop a schedule for the regular changing of the filters.  The building custodial staff will change the 

filters as scheduled.  The principal will forward documentation to the Director of Facilities and Maintenance after each 

scheduled filter change. 

 

Doors and windows not closing properly must be reported for repair at once.   

 

Boilers are maintained at least two times a year with major renovations during the summer months. If it is found that this 

schedule is not satisfactory, the principal must notify the maintenance department immediately. 

 

Plumbing and water faucets: A leaky faucet on a hot water tank can greatly exceed the use of electricity and gas 

consumption for one facility. This must be prevented by daily inspection by the daytime custodian as needed. Once 

school is dismissed, the evening custodian should promptly check all water faucets to help eliminate the excess use of 

water, as well as to relieve the heating and excess usage. 

 

During the summer months and during extended school vacations all energy consuming equipment such as hot water 

tanks, refrigerators, air handlers, water fountains, etc., should be turned off, unless there is a risk of harm to the 

equipment or facility. 

 

 

Date Adopted:  11/1980 

Date Amended:  10/23/95; 8/27/01; 3/25/08; 9/12/16 

Date Reviewed:  7/1/85; 11/13/00 
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A POLICY STATEMENT OF 

 

HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

PEST MANAGEMENT 

 

Structural and landscape pests can pose significant hazards to people and the environment. Pesticides also can pose 

hazards to people, property and the environment. In accordance with WV Code §19-16A-4 (f), (g), (h), it is the policy of 

the Hancock County Board of Education to incorporate Integrated Pest Management (IPM) procedures for control of 

structural and landscape pests. Specifically, the IPM plan and its subsequent revisions are adopted by the Board as its 

expression of intent, and the Board directs the administration to ensure compliance with IPM’s provisions by all 

employees. 

 

Date Adopted:  8/26/99 

Date Amended:  11/13/00; 2/25/08; 6/12/17 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

AUTHORIZED USE OF SCHOOL-OWNED MATERIALS AND EQUIPMENT   

COMPUTER RESOURCES AUP 

 

This document formalizes the policy for users of Hancock County Schools’ computer resources including but not limited 

to software, hardware, computer networks, access to the Internet via West Virginia Network for Educational 

Telecomputing (WVNET), and electronic communication systems. All Hancock County Schools’ users, including 

students, teachers, administrators, staff, substitute personnel, and educational organizations are covered by this policy and 

are expected to be familiar with its provisions (“Users” hereafter).  

 

Access to the Internet will provide students and educators with:  

 

a. Electronic mail communication  

b. Information and news services  

c. Public domain and software of all types  

d. Discussion groups on a variety of subjects  

e. Connections to libraries, companies, agencies, and businesses  

f. Virtual courses and educational resources  

g. Online staff development  

h. Electronic educational tools and e-learning platforms  

 

With connections to computers and people all over the world comes the availability of materials that may not be 

considered to be of appropriate educational value. On a global network, it is impossible to completely restrict access to 

controversial materials. WVDE and Hancock County Schools’ provide filtering, but no system can totally filter 

unacceptable materials. It is the responsibility of the student, parent, teacher and administrator to ensure that access to 

telecommunication networks and computers provided by the school system is not abused, that all users treat one another 

with respect, and students are educated on how to be safe online.  

 

Privileges  

 

The use of the Internet, software and hardware as part of an educational program is a privilege, not a right, and 

inappropriate use will result in a cancellation of those privileges. Each student who will access the Internet will be part of 

a discussion group with educators pertaining to the proper use of the network. Students will also receive grade 

appropriate training on cyber-safety each year. Based upon acceptable use of guidelines outlined in this document, the 

West Virginia Department of Education (WVDE) and WVNET system administrators and Hancock County Schools’ will 

deem what is inappropriate use, and their decision is final. Also, system administrators and/or local 

teachers/administrators may deny user access at any time as necessary. As the use of telecommunication networks by 

students and educators increase, there is a need to clarify acceptable use and safety of those networks and to include 

federal regulations. Computer and Internet usage in Hancock County Schools’ must be consistent with the educational 

objectives of each school, Hancock County Board of Education, and the WVDE. This policy and all computer use must   

be in compliance with West Virginia Board of Education (WVBOE) Policy - Educational Purpose and Acceptable Use of 

Electronic Resources, Technologies and the Internet, Children's Online Privacy Protection Act (COPPA), and the 

Children's Internet Protection Act (CIPA). Access to the Internet is provided as a privilege to students who agree to act in 
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a considerate and responsible manner. Transmission of any material in violation of any Federal or state law regulation is 

prohibited. This includes, but is not limited to, copyrighted material, threatening or obscene material, or material 

protected by trade secrets. Use for commercial activities by for-profit institutes is generally not acceptable. Use for 

product advertisement or political lobbying is also prohibited. Illegal activities are strictly prohibited.  

 

Acceptable Use  

 

To gain access to the Hancock County Schools’ network and internet, all staff, students and visitors must sign an 

Acceptable Use Policy Consent and Waiver form attesting to the fact that they have read, understand, and agree to the 

terms of this Acceptable Use Policy. Students must have written parental permission. A parent may rescind his/her 

consent in writing at any time, subsequently terminating the student’s use of this service. Copies of student Consent and 

Waiver forms will be kept at the building in which the student attends; copies of staff Consent and Waiver forms will be 

kept at the Personnel Office; copies of visitor Consent and Waiver forms will be sent and kept on file by the Technology 

Office. 

 

Security  

 

Users who identify a security problem on the system must notify a system administrator. Users must not demonstrate the 

problem to other users. Users must not use another user’s account, use generic accounts, or give their password to others. 

Attempts to log into any system as a system administrator will result in cancellation of user privileges and may result in 

other disciplinary action (See Hancock County Schools’ Expected Behaviors in Safe and Supportive Schools). Any user 

identified as a security risk or having a history of problems with other computer systems may be denied access. WVDE 

and Hancock County Schools’ provide filtering, but no system can totally filter unacceptable materials. Users assume 

responsibility for responsible use of the Internet and self-monitoring of materials accessed. Hancock County Schools’ 

reserves the right to place filtering software on any school/county owned technology equipment that will be used in the 

school environment or outside of the school environment.  

 

User Responsibilities  

 

It is the responsibility of any person using Hancock County Schools’ network or Internet to read, understand, and follow 

these guidelines. In addition, users are expected to exercise reasonable judgment in making decisions about the 

appropriate use of network and Internet resources. Any person with questions regarding the application or meaning of 

these guidelines should seek clarification from his or her administrator and/or the Technology Coordinator for Hancock 

County Schools. Use of Hancock County resources shall constitute acceptance of the terms of these guidelines.  

 

Educators’ Responsibilities 

 

It is the responsibility of educators who are using Hancock County Schools’ network devices with students to teach 

students about safe and responsible use of the Internet and network. Educators will educate students about Cyber-safety 

using grade appropriate lessons emphasizing online safety and the prevention of cyber-bullying in accordance with 

federal regulations, for further information about implementation and cyber-safety lessons go http://www.hancock-

k12.wvnet.edu.  Educators are responsible for monitoring students' use of internet, network, computer hardware, 

software, and to intervene if students are using them inappropriately. Educators should make sure that students 

understand and abide by the Acceptable Use Policy as stated in this document. If an educator has reason to believe that a 

student is misusing the system, he or she has the right to request that Hancock County Schools access the student's 

account in order to review the use of Hancock County network devices by the student. It is also the responsibility of the 

teacher to report any misuse of the system to his/her administrator and/or the Technology Coordinator directly.  

 

Student Responsibilities 

 

It is the responsibility of students who are using Hancock County Schools’ network devices to learn about safe and  
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responsible use of the Internet and network. They are responsible to use these resources appropriately. They must abide 

by the Acceptable Use Policy as stated in this document. If a student is misusing the system, educators in the district have 

the right to discontinue his/her use of the system and/or to impose further disciplinary action (See Hancock County 

Schools’ Expected Behaviors in Safe and Supportive Schools) up to and including suspension or expulsion.  

 

Acceptable Uses and Behavior 

 

The purpose of the software, computer hardware, Internet and school network is to support research and education in and 

among academic institutions in the U.S. by providing access to unique resources and the opportunity for collaborative 

work. Students are responsible for proper behavior and communication on the Internet just as they are in a school 

building. General school rules for behavior and communication apply for computer and Internet usage. Specific examples 

of acceptable use from state and local policies include, but are not limited to:  

 

 Use must be in support of education and research consistent with county and state policies for academic use.  

 All student use of Internet must be under the direct supervision of a teacher/administrator, without exception.  

 Training will be provided for individuals accessing the Internet and this Acceptable Use Policy, signed by 

parent/guardian, student, and teacher, will be on file.  

 Use must be consistent with the school’s rules for computers and networks.  

 WVDE and WVNET E-mail accounts are provided as an instructional tool rather than a personal email address 

or forum.  

 School electronic storage is to be used for educational purposes only and not personal storage.  

 Comply with fair-use laws and other copyright regulations while accessing and utilizing the Internet and other 

network materials and resources. Software may be copied if it is clearly identified as shareware, in the public 

domain, or with written permission of the copyright owner.  

 Users must be polite and considerate of others.  

 If a security problem is identified, notify the system administrator immediately. Under no circumstances is an 

individual to try and repair the issue on their own, as this may cause further harm to computer data, hardware, 

and network.  

 Users may be occasionally required to update registration, password, and account information in order to 

continue Internet access.  

 

Unacceptable Uses and Behaviors  

 

The resources available to Hancock County Schools’ Users are to be used for educational purposes, as noted above. In 

the interest of helping individuals understand inappropriate use, the following list clarifies, but is not limited to, what 

users should not do:  

 

1. Users will not reveal personal information about themselves or others.  

2. Users will not use, send, or display hate mail, forwards (FWD:), harassing or discriminatory remarks, or 

other antisocial communications (cyberbullying).  

3. Users will not intentionally seek information on/obtain copies of, or modify files, other data, or passwords 

belonging to other users; do not misrepresent other users on the network or impersonate someone else online.  

4. Users will not access or share sexually explicit (including nude or semi-nude images of yourself or others), 

obscene, or otherwise inappropriate materials-including sexting and inappropriate SMS/MMS messages.  

5. Do not intercept communications intended for other persons or log in through another person's account or 

attempt to access another user's password or files (identity theft/hacking).  
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6. Do not send hurtful or untrue (defamatory or libelous) materials concerning a person or group of people  

7. Users will not transmit or receive willing non-educational communication (e.g., “sexting”, inappropriate 

SMS/MMS messages).  

8. Users will not participate in cyberbullying: the act of making personal attacks or threats against anyone.  

9. Users will not use instant messaging programs (e.g., AOL, MSN, GMail, Yahoo, etc) unless for educational 

purposes under the direct supervision of a teacher or administrator which have been approved by the Technology 

Coordinator of Hancock County Schools.  

10. Any illegal activities are prohibited.  

11. Users should use Hancock County technology for school-related purposes. 

12. Students can access collaborative networking sites under the direct supervision of a teacher or administrator 

13. Students can access voice and video live communications, relay chat, (Skype, GMail, WVDE Virtual School, etc) 

only under the direct supervision of a teacher or administrator  

14. Users will not use any Hancock County owned equipment for personal or illegal use, including when off school 

property or during non-school hours, such as accessing personal email, bank accounts, or other personal accounts. 

15. Users will not use the Internet in any way that could disrupt the use of the Internet by other users (e.g., 

downloading large files during prime usage time, sending mass email messages, annoying other users, peer-to-

peer file sharing.)  

16. Users will not use the network to download entertainment software or other files not related to the mission and 

objectives of Hancock County Schools.  

17. Users will not download, upload, distribute, or install unauthorized software (including shareware and freeware), 

files, or any other materials that are not specifically related to an educational project or in violation of federal 

copyright laws.  

18. Students are not permitted to install or store any software on school technology equipment. 

19. Users will not allow for-profit institutions to use the network or internet for commercial activities (fundraising on 

school sites, links to websites with ads)  

20. Users will not use the Internet, network, or school technology to further any political or religious purpose (e.g., 

email, printers, etc.) 

21. Users will not try to gain unauthorized access to computers, telecommunication networks, or technology 

equipment and software. 

22. Users will not interfere with the operation of technology resources, including placing a computer virus on any 

computer system, including the network system.  

23. Users will not use the internet for personal business. 

24. Users will not use Hancock County Schools’ printers for printing non-school related materials. 

25. Users will not use the network for entering contests, advertising, political lobbying, or personal commercial 

activities including online purchasing. 

26. Users will not attempt to gain unauthorized access to the network system. 

27. Users will not vandalize any technology equipment which is defined as any attempt to harm or destroy data of 

another user or any connections or equipment that are part of the internet and school technology devices, this 

includes but limited to removing keys off of keyboards. 

28. Users will not relocate, remove, or adjust and hardware and/or peripheral device without authorization of 

Hancock County Schools’ Technology Office. 

 

As with any other form of communication, these systems may not be used to transmit or store messages or other data that 

are inappropriate under existing WVDE or district policies such as those prohibiting sexual harassment. Users may not 

create, send, or store messages or other data that are considered offensive, contain sexually explicit materials, or  
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otherwise offensively address the age, race, ethnicity, gender, sexual orientation, religious or political beliefs, national 

origin, or disability of a person or group of people. Users also may not create, send, or store messages, pertaining to 

dangerous devices such as weaponry or explosive devices. Users should take all reasonable precautions again receiving or 

downloading messages, images, or other data of this sort.  

 

No Expectation of Privacy 

 

Hancock County Schools retains the right to inspect any user's Hard Drive (HD) or network storage, and the files they 

contain. Hancock County Schools’ also has the right to give permission to the teachers, the school administrators, and the 

parents of any student to review the use of Hancock County tools by a student whom they think may be misusing the 

system. Users are advised that messages in discussion forums, including deleted messages, are regularly archived and can  

be retrieved. In addition, an Internet firewall automatically checks all data moving between the local area network and the 

Internet and logs the sending and receiving destinations. Monitoring software will be used to monitor computers by all 

users.  Use of Hancock County Schools’ technology resources constitutes consent for the Hancock County Schools’ staff 

to monitor and/or inspect any files that users create or store, any messages they post or receive, and any web sites they 

access, this includes Hancock County owned mobile equipment that may be used at home. 

 

Passwords 

 

Each user shall be required to use and maintain a password that was created according to Hancock County Schools’ 

guidelines if a password is provided. This password is to be used to access the Hancock County Schools computer 

network and any resources that reside within the network and require password access. The users must take precautions 

to maintain the secrecy of their password so that other users will not be able to utilize that password for malicious 

purposes. If a user suspects that someone has discovered the user's password, the user should change the password 

immediately. Users will be held accountable for all activity that takes place under their password.  

 

Violations/Consequences 

 

Failure to observe these guidelines may subject Users to termination of their Hancock County Schools’ accounts and/or 

Internet and network access privileges. Failure to observe guidelines may also result in disciplinary action (See Hancock 

County Schools’ Expected Behaviors in Safe and Supportive Schools) that may include suspension or expulsion from 

school. Hancock County Schools’ will also advise law enforcement agencies of illegal activities conducted through 

Hancock County Schools’ resources and will cooperate fully with local, state, and/or federal officials in any investigation 

related to illegal activities conducted through Hancock County Schools’ resources.  

 

Disclaimers/Conclusion  

 

1. Pursuant to the Electronic Communications Privacy Act of 1986 (18 USC 2510 et seq.), notice is hereby given 

that there are no facilities provided by this system for sending or receiving private or confidential electronic 

communications. System administrators have access to all mail and will monitor messages. Messages relating to 

or in support of illegal activities will be reported to the appropriate authorities.  

2. WVDE, WVNET and Hancock County Schools’ will not be responsible for any damages you may suffer, 

including loss of data resulting from delays, non-deliveries, or service interruptions caused by your own 

negligence or your errors or omissions. Use of any information obtained is at your own risk.  

3. WVDE, WVNET and Hancock County Schools’ make no warranties (expressed or implied) with regard to any 

costs or charges incurred as a result of seeing or accepting any information and any costs, liability, or damages 

caused by the way the user chooses to use his or her access to the network.  

4. WVDE, WVNET, and Hancock County Schools’ deny any responsibility for the accuracy or quality of 

information obtained through the system.  

5. WVDE, WVNET and Hancock County Schools’ reserve the right to change its policies and rules at any time.  

6. All provisions of this agreement are subordinate to local, state and federal statutes.  
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7. This policy is in compliance with state and federal telecommunications rules and regulations.  

 

Accountability  

 

Hancock County Schools will use instructional modules to educate students about online behavior, including interacting 

with individuals on social networking websites and in chat rooms and cyberbullying awareness and response. 

Instructional information regarding Hancock County Schools’ delivery method and curriculum content can be found at 

http://www.hancockschools.org/AUPimp.htm. These modules will allow Hancock County Schools to certify compliance 

with the new FCC regulations regarding internet safety policies. 

 

Network Policies and Miscellaneous Technology Use  

 

All technology guidelines are designed to maximize time on task, protecting the emphasis on academics and the 

prescribed curriculum. These guidelines also protect the integrity of the teaching and learning process. With this in mind, 

Hancock County Schools’ offers clarification on specific issues as follows:  

 

Cyberbullying  

 

Cyberbullying will not be tolerated. Educators will educate students about responsible behavior, and students will assume 

responsibility for Internet and network use that demonstrates respect for themselves and others. Any conduct that meets 

the definition of “harassment, intimidation or bullying” that is sufficiently severe, persistent or pervasive that it creates an 

intimidating, threatening or emotionally abusive educational environment for a student; or disrupts or interferes with the 

orderly operation of the school shall be subject to disciplinary action regardless of whether the conduct occurs on school 

property, at a school sponsored function, occurs during school time, or, involves the use of school property, shall be 

subject to disciplinary action.  

 

Downloads 

 

In order to ensure equitable access to Internet resources, no audio or videos files will be downloaded except by request 

and/or with specific district permission. This includes all forms of streaming data. 

 

Gaming  

 

Use of the Internet and network system will be for educational purposes. Games not related to instructional objectives 

will not be accessed using school technology or network. Teachers and administrators will be responsible for monitoring 

Internet and network use and ensuring that access is for the purpose of furthering instructional goals.  

 

Laptops and Personal Computing Devices 

 

Students  

 

Students may NOT bring laptops/personal computing devices to school from home, this includes but is not limited to 

other personally owned mobile devices. While on school grounds, students may use only laptops, desktops, and 

computing devices provided by the school system under the direction of teachers, and they must abide by all elements of 

Hancock County Schools’ Acceptable Use Policy. Students will not attempt to gain access to the school’s network using 

any device that has not been setup for the network by Hancock County Schools. 

 

Teachers/Administrators 

 

Teachers and administrators (including all full-time, part-time, service and professional staff) with personal 

laptops/computing devices may access the school network system if it is approved by the county technology department  
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and they sign a laptop agreement and agree to abide by the terms set forth in said agreement. Teachers/Administrators 

accessing the county’s network with their personal laptops/computing devices agree to allow the county to connect their 

computers to the county network (if needed), to use the county-recommended antivirus protection, to update and run 

antivirus scans and definitions daily (prior to system use), and to abide by all elements of Hancock County Schools’ 

Acceptable Use Policy. Teachers and administrators (including all full-time, part-time, service and professional staff) will 

not attempt to gain access to the school’s network using any device that has not been setup for network by Hancock 

County Schools.  Any Users personal laptops/computing device that is granted access to the school network system is 

subject to the same no privacy clause and regulations as school owned equipment while used in the school environment. 

 

Substitute Staff  

 

Substitute staff may NOT bring personal laptops/computing devices from home. Substitute staff will not attempt to gain 

access to the school’s network using any device that has not been setup for network by Hancock County Schools.   

 

Vendors and Other School Visitors  

 

Vendors and other school visitors who wish to use personal laptops/computing devices on while in the school 

environment must seek permission from the administration or Hancock County Schools’ Office of Technology PRIOR to 

visiting the school or county office. These users also agree to abide by Hancock County Schools’ Acceptable Use Policy.  

 

Consequences of Failure to Comply  

Failure to comply with the policies as set forth here may result in loss of privileges to use Internet and network computers 

indefinitely and may also result in further disciplinary action (See Hancock County Schools’ Expected Behaviors in Safe  

and Supportive Schools Policy),  up to and including suspension and expulsion. The Hancock County Board of Education 

shall ensure implementation of this policy in a method that promotes proper use of the Internet.  

 

 

Date Adopted:   7/2/12 

Date Amended:   9/12/16 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

TRANSPORTATION SERVICES 
 

The Department of Transportation shall be organized to provide school transportation service for eligible students based 

on safety, efficiency, adequacy, and economy. Through the use of publicly owned buses, the following shall be taken into 

consideration in developing the school transportation system. 

 

1. Certain rules and regulations pertaining to the transportation of school students in the State of West Virginia have 

been established by the State Legislature and the State Department of Education, and such rules and regulations 

shall be considered as the minimum guidelines for the operation of the school district's transportation system. 

 

2. Within the framework of applicable state statutes, student transportation shall be accomplished in accordance with 

good practices; the primary consideration being the ultimate effect upon the instructional program. 

 

3. Regulations concerning bus equipment, the inspection of buses, the operation of buses, etc., shall be strictly 

enforced. 

 

4. The routes to be traveled, the location of stops, the preparation of time schedules, and the assignment of equipment 

shall be the duty of the Director of Transportation, with the approval of the Superintendent. 

 

5. The Director of Transportation should be so empowered to make such additional rules, regulations and 

interpretations as he/she may deem necessary for the orderly and reasonable operation of the school transportation 

system upon receiving the approval of the Superintendent. 

 

6. The Board shall hold the Superintendent directly responsible for carrying out this policy, and toward that end, the 

Superintendent shall detail the procedures for executing this policy by the issuing of Administrative Guidelines. 

Nothing in this policy should be so interpreted so as to limit the authority of the Superintendent in the delegation of 

various duties and responsibilities to the Director of Transportation. 

 

Following is a list of individuals that may be transported on Hancock County School buses and transported on buses 

contracted for by the Board of Education. 

 

1. Hancock County Students assigned to a particular bus run by the transportation department as part of the annual 

bus schedule. 

2. Students that have been approved by the principal to ride a different bus than scheduled.  A principal, in an 

emergency or given situation may assign a student to ride a bus different from the one he/she normally rides to or 

from school, providing the parent/guardian provides a signed request and there is space available on the bus. 

3. Students that have been approved to attend schools outside their attendance district, but within Hancock County, 

may be transported using the closest established bus stop to their residence with the most direct route to the school 

if space is available on the bus.  The same rules will apply for the student returning from school to home. The 

Director of Transportation must approve all such requests. 

4. Students as part of a field trip/curricular trip approved by the principal, Director of Transportation, and 

Superintendent. Passengers on field trips are limited to the school employees and chaperones approved by the 

principal to monitor the trip.  Chaperones on overnight field trips must be approved in advance of the field trip in 

compliance with Board Policy IJOC.   

5. Students, as part of an extra-curricular team, may be transported to competitions, passengers on curricular or extra- 
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curricular trips will be limited to students considered to be part of the team (ex: players, student trainers, 

statisticians score keepers, etc.) coaching staff, school employees and chaperones as approved by the coach and 

principal.    Chaperones traveling on overnight trips must be approved in advance of field trips in compliance with 

Board Policy IJOC.   

 

Individuals that may not be transported on Hancock County School buses include spouses, children/grandchildren, 

relatives, or friends of sponsor, coach, chaperone, teacher or bus driver, on any route or extra-curricular trip unless the 

individuals are part of the team, class, or event. 

 

Unauthorized Entry to a School Bus 

 

The Board of Education of Hancock County takes the safety of our students and employees seriously and feels that 

unauthorized people entering a bus creates a situation that may endanger the health and well-being of students under our 

care. 

 

Any person who knowingly and without being authorized, licensed or invited, enters or remains on the bus and who has 

been given oral notice against entering or remaining, such person is in violation of the law of the State of West Virginia 

(§61-3B-1, 2 and 3.)   

 

Entering a bus shall be translated to begin when a person places one’s foot on the first step of the bus and/or comes 

further into the bus and the driver tells the individual that he/she is “Trespassing” and to “Get off the bus.” Once these 

words have been spoken by the driver, the requirements of the law have been fulfilled. 

 

Further, depending on the driver’s sense of security and perception of physical threat to the students on the bus and 

himself/herself, the driver may take appropriate actions to restrain the person by using the entry door to block the party’s 

access to the bus or by engaging the transmission and pulling away from the stop. 

 
Interpretation of this guideline or for direction on scenarios that are not addressed in this guideline may be directed to the 

Director of Transportation. 
 

 

Date Adopted:  10/30/72 

Date Amended:  9/12/16 

Date Reviewed:  7/1/85; 7/16/01; 2/11/08; 4/22/13 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

STUDENT TRANSPORTATION 
 

The Hancock County Board of Education will provide at public expense adequate means of transportation to and from the 

school serving the designated attendance area in which each student of the county resides, provided that the residence of 

the student is more than two miles distant from that school by the nearest available road. The Board will also provide at 

public expense, and according to such regulations as the board may establish, adequate means of transportation for school 

children participating in board approved curricular and extra-curricular activities. In addition, it shall be the prerogative 

of the Board to furnish at public expense adequate means of transportation for students residing within said two-mile 

limit, within available revenue. 

 

Requests for new transportation service within the two-mile limit, and not a part of an existing route, should be directed 

in writing to the Superintendent through the Director Transportation, setting forth all pertinent details, including: 

distances involved from school, number of students involved, age range of students, reason for the request, etc. 

 

Upon receipt of any request for additional transportation service (either new runs, route changes or bus stop shifts), the 

Director of Transportation shall: 

 

Consider the information given in the request in accordance with the safety provisions of the policy. 

Consider the availability of a bus necessary to honor the request. 

Consider the overall effect of such request in keeping with the time schedules which need to be 

maintained. 

Prepare a cost estimate of any additional services needed to grant the request (including additional buses, 

if any required). 

Report to the Superintendent his recommendations and estimates of costs to be involved in the granting 

of such requests. (The recommendation for the refusal of any such request shall be made in writing, 

stating the reasons for same.) 

 

Upon the recommendation of the Director of Transportation, The Superintendent will make a decision and report in 

writing to the Transportation Supervisor, who will in turn notify the original party of such decision. 

 

Kindergarten Students 

 

For the safety of the kindergarten students, the transportation department bus drivers will not drop a kindergarten student 

off at their designated bus stop or an assigned alternate bus stop without a parent, guardian or established responsible 

adult visibly present to meet the child and take responsibility for the child’s safe departure of the bus stop area.   

 

In cases where a parent, guardian or established responsible person is not visibly present at the bus stop, the school will 

be notified and the child will be either returned to the school that they attend or, where possible, arrangements will be 

made to have the child picked up at a designated bus stop on the driver’s next run.   

 

When the child is returned to the school, the school administrators will make contact with the parent, guardian or 

responsible party and make arrangements to have the child picked up at the school. 

 

If this situation continues to persist, a conference will be held with parents, guardian and school personnel to determine a 

resolution.   
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On a case by case basis, situations may exist where a parent may make an appeal to the principal for an exception to this 

policy. 

 

 

Date Adopted:  10/30/72 

Date Amended:  7/1/85; 9/12/16 

Date Reviewed:  7/16/01; 4/22/13 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

WALKERS and RIDERS 

 
The Hancock County Board of Education is required to provide adequate means of transportation at public expense for 

students as per §18-5-13, authority of boards generally, sub section f and additional sub sections thereof, and shall 

provide adequate means of transportation to students: 

  

 Living more than two miles distance from school by the nearest available road (when revenue is available, 

include students within two miles distance of the school), or 

 Participating in county board-approved curricular and extracurricular activities. 

 

Individuals that may be transported on Hancock County School buses and contracted transportation for the Board of 

Education include: 

 

1. Hancock County students assigned to a particular bus run by the transportation department as part of the annual 

bus schedule. 

2. Students that have been approved by the principal to ride a different bus than scheduled.  A principal, in an 

emergency or given situation, may assign a student to ride a bus different from the one he/she normally rides to 

or from school, providing the parent/guardian provides a signed request and there is space available on the bus. 

3. Students that have been approved to attend schools outside their attendance district, but within Hancock County, 

may be transported using the closest established bus stop to their residence with the most direct route to the 

school with space available on the bus.  The same rules will apply for the student returning from school to home. 

The transportation director must approve all such requests. 

4. Students as part of a field trip/curricular trip approved by the principal, transportation director, and 

Superintendent.  Passengers on field trips are limited to the school employees and chaperones approved by the 

principal to monitor the trip.  Chaperones on overnight field trips must be approved in advance of the field trip in 

compliance with Board policy. 

5. Students, as part of an extra-curricular team, may be transported to competitions,  Passengers on curricular or 

extra- curricular trips will be limited to students considered to be part of the team (eg., players, student trainers, 

statisticians, score keepers, etc.) coaching staff, school employees and chaperones as approved by the coach and 

principal.  Chaperones traveling on overnight trips must be approved in advance of field trips in compliance with 

Board policy. 

 

Individuals that may not be transported on Hancock County School buses include spouses, children/grandchildren, 

relatives, or friends of sponsor, coach, chaperone, teacher or bus driver, unless the individuals are part of the team, class, 

or event. 

 

 

Date Adopted:  1/10/05 

Date Amended:  2/11/08; 1/23/17 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

BUS SCHEDULING AND ROUTING 

 
This Policy is adopted to ensure understanding and compliance of the personnel employed by Hancock County Schools 

Department of Transportation with items that are either directed by the State of West Virginia, in compliance with 

Federal Laws or have been adopted by a two thirds vote of the classification category of employment and approved by the 

Board of Education (WV 18A-4-8b).  

 

Trip Rotation 

 

There will be two (2) sign up lists for trips. There will be one for each end of the county (one for North end drivers and 

one for South end drivers).  In addition each area trip sheet will have one category that will be for extra-curricular trips 

and one category for curricular trips. 

 

1. Extra-curricular trips are defined to include all athletic events and any other type of trip that occurs outside of 

normal school hours. 

2. Curricular trips are defined to include all trips that occur within the course of normal school hours that do not 

involve a supplemental contract. 

 

To be eligible to participate in extra-curricular and/or curricular trips, employees must sign up to be in the trip rotation.  

Drivers may only sign up on the days listed below.  The individual driver is responsible for informing the office of their 

desire to be put on the trip sheet/rotation sheet within the time frame listed below.  However, a driver may withdraw from 

a list or lists at any time during the school year by notifying the office in writing.  The sign up dates and times are as 

follows: 

 

1. At the beginning of the year – by noon on the first In Service day of the school year 

2. On December 1st – by noon 

3. On March 15th  - by noon 

4. On the last In Service day of the school year – by noon 

 

There will be no trading of trips.  Trading of trips will result in your name being removed from the trip sheet until the 

next sign up date.  Drivers removed from the list are responsible for informing the office of their desire to get back on the 

trip sheet after suspension. 

 

Trips must be refused by Noon on the Friday prior to the week of the schedule to the office.  The only acceptable reasons 

for cancelling a trip after Friday at noon in the week prior to the scheduled trip are: 

 

1. A documented Family emergency occurring in the immediate family. 

 

2. A documented emergency for the involved driver (An emergency can include: medical emergencies, deaths or 

accidents involving destruction of property of more than $100 and requiring the employee’s presence. In the 

event of an emergency or sudden illness, the employee is to provide a doctor’s excuse listing individual involved, 

date, time and specific illness or proof of an accident with damages totaling in excess of $100. NOTE: Doctor’s 

excuses not listing Patient Name, Date, Time and Specific Illness will not be accepted. 

 

Trip involving a shared bus for students from both high schools or from both middle schools will be assigned on an 

alternating basis. 
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Anyone not adhering to the above cancellation procedure will be removed from the trip sheet until the next sign up date 

listed above. 

  

Failure to show for a scheduled trip will result in the following discipline: The driver will be removed from the trip 

sheet(s) until the next signup date (dates are listed above.) 

 

Any Extra-Curricular trip will be classified as an emergency trip that is filled after 9:00 a.m. on the day of the trip, on 

weekends, or when it requires prompt or urgent attention.  A Curricular trip that becomes available on the day of the trip, 

will be classified as an emergency trip.  An emergency trip will not be charged against a driver if they can or cannot be 

reached.  An emergency trip is not charged against the driver who takes the trip and therefore, does not affect their 

position on the seniority rotation,   

 

If a trip is cancelled and re-scheduled in the same week, the trip will go to the driver that was originally cancelled from 

that particular trip. 

 

Drivers wishing to fill opening created by drivers, reporting off or taking extra duty trips, that have Supplemental 

Contracts will sign up on a separate list.  These trips may occur quickly and drivers may have to report on short notice. 

  

A vote of the classification category employees was taken on April 8 and April 9, 2008 with the results being recorded 

as:   20 affirmative and 9 negative on the above policy.    

 

A vote was taken on whether to have one countywide sign-up trip sheet or continue with having two sign-up trip sheets.  

The vote was taken on February 16, 2015 with the results being recorded as: 16 affirmative and 25 negative. The bus 

drivers will continue to have two sign-up trip sheets per results of the vote. 

 

A vote of the classification category employees was taken on February 15, 2016 with the results being recorded as:  43 

affirmative to 0 negative on what classifies an extra-curricular trip as an emergency trip. 

 

 

Date Adopted;  2/16/15 

Date Amended:  6/8/15; 2/22/16; 9/12/16 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

BUS DRIVER ABSENCE REQUEST from BUS RUN 

 
Any bus operator reporting off from his/her afternoon run will also be considered absent from any assigned curricular 

and/or extra-curricular trip for that same afternoon and will be replaced on said assigned curricular and/or extra-

curricular run. 

 

Written notification from a physician stating that the bus operator cannot work his/her full schedule, will automatically 

prohibit the individual from accepting curricular or extra-curricular trips during the times/dates established on the 

Doctor’s notification. This prohibition will remain in effect until written notification is received from the same physician 

that the bus operator can resume their full schedule and handle all responsibilities and functions as per Hancock County 

BOE Policies, WV State BOE Policies, State of WV law and all Federal Departments’ rules and regulations that deal 

with transportation issues. 

 

Date Adopted:  7/01/85 

Date Amended:  7/08/13; 1/23/17 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

BUS DRIVER DRUG AND ALCOHOL TESTING 

The Hancock County Board of Education has a vital interest in maintaining a safe, healthy and efficient work 

environment for its employees. Likewise, the Hancock County Board of Education is committed to students, parents and 

the general public to operate its property safely and prudently. Consistent with these interests and according to the 

regulations promulgated by the United States Department of Transportation, Federal Highway Administration, pursuant 

to the Omnibus Transportation Employee Testing Act of 1991, the Hancock County Board of Education has adopted and 

implemented this Bus Driver Drug and Alcohol Testing Policy. This policy creates obligations and requirements over and 

above those articulated by the Hancock County Board of Education's Substance Abuse and Tobacco Control, and Drug-

Free Workplace Policies, and does not supersede or nullify any provisions of the Hancock County Board of Education's 

Substance Abuse and Tobacco Control or Drug-Free Workplace Policies. Any questions regarding this Bus Driver Drug 

and Alcohol Policy should be directed to the Assistant Superintendent. 

Purposes 

The purposes of this Bus Driver Drug and Alcohol Policy are as follows: 

1. To establish and maintain a healthy and safe working environment for all of the employees of the Hancock 

County Board of Education; 

2. To ensure the reputation of the Hancock County Board of Education and its employees as good, responsible 

citizens; 

3. To reduce the possibility of accidental injury to persons or property; 

4. To reduce absenteeism, tardiness, and indifferent job performance: and 

5. To allow an affected employee the opportunity, at no cost to the Hancock County Board of Education, to 

overcome addiction to, dependence upon, or problem relating to alcohol or controlled substances in accordance 

with the Hancock County Board of Education's Drug-Free Workplace Policy. 

Definitions 

1. Accident means as follows: An occurrence involving a commercial motor vehicle that results in a fatality; bodily 

injury to a person; one or more motor vehicles incurring disabling damage as a result of the accident, requiring 

the vehicle to be transported away from the scene by a tow truck or other vehicle; or the commercial motor 

vehicle needing major repair; including damage to any steering component, front axle, or frame. The term 

"accident" does not include the following: an occurrence involving only boarding and alighting from a stationary 

motor vehicle; or an occurrence involving only the loading or unloading of cargo; or an occurrence in the course 

of the operation of a passenger car or multipurpose passenger vehicle (as defined in 49 C.F.R. § 571.3) by a 

motor carrier where the motor carrier is not transporting passengers for hire or hazardous materials of a type and 

quantity that requires the motor vehicle to be marked or placarded in accordance with 49 C.F.R § 177.823.  

2. Affected Employee has the same meaning as the term "driver" as defined in 49 C.F.R. § 382.105, and includes 

any person employed by the board who operated a commercial motor vehicle. For the purposes of pre-

employment/pre-duty testing only, the term "affected employee" includes a person applying to the Board to drive 

a commercial motor vehicle. 

3. Alcohol means the intoxicating agent in beverage alcohol, ethyl alcohol or other low molecular weight alcohols, 

including methyl and isopropyl alcohol. 
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4. Alcohol Concentration (or Content) means the alcohol in a volume of breath expressed in terms of grams of 

alcohol per 210 liters of breath as indicated by an evidential breath test. 

5. Alcohol Use means the consumption of any beverage, liquid mixture or preparation, including any medication, 

containing alcohol. 

6. Board means the Hancock County Board of Education. 

7. Controlled Substance has the meaning such term has under section 802(6) of the Controlled Substance Act (21 

U.S.C. § 802(6)) and includes all substances listed on schedules I through V of 21 C.F.R. part 1308 and/or West 

Virginia Code §§ 60A-2-201 through 213, as they may be revised from time to time. 

8. Commercial Motor Vehicle has the same meaning such term has under 49 C.F.R. § 382.107. 

9. DOT means the Department of Transportation. 

10. Performing (a safety-sensitive function) means an affected employee is considered to be performing a safety-

sensitive function during any period in which he or she is actually performing, ready to perform, or immediately 

available to perform any safety-sensitive function. 

11. Safety-sensitive function has the same meaning such term has under 49 C.F.R § 382.107, as amended from time 

to time, and includes all time from the time the affected employee begins to work or is required to be in readiness 

to work until the time she or he is relieved from work and all responsibility for performing work as well as time 

spent waiting to be dispatched, time spent inspecting equipment or otherwise inspecting, servicing or 

conditioning any commercial motor vehicle, all time spent at the driving controls of the commercial motor 

vehicle, all time spent in or upon any commercial motor vehicle, all time spent loading or unloading a 

commercial motor vehicle or attending a vehicle being loaded or unloaded, and all time spent repairing, obtaining 

assistance or remaining in attendance upon a disabled vehicle. 

12. Substance abuse professional or "SAP" means a licensed physician or a licensed or certified psychologist, 

social workers, employee assistance professional or addiction counselor with knowledge and/or clinical 

experience in the diagnosis and treatment of alcohol and controlled substance- related disorders. 

Prohibitions Relating to Alcohol 

1. All affected employees are prohibited from reporting for duty or remaining on duty requiring the performance of 

safety-sensitive functions while having an alcohol concentration of 0.04 or greater. 

2. All affected employees are prohibited from being on duty or operating a commercial motor vehicle while the 

affected employee possesses alcohol. 

3. All affected employees are prohibited from using alcohol while performing safety-sensitive functions. 

4. All affected employees are prohibited from performing safety-sensitive functions within four hours after using 

alcohol. 

5. All affected employees required to take a post-accident alcohol test pursuant to this policy are prohibited from 

using alcohol for eight hours following the accident or until he/she undergoes a post-accident alcohol test, 

whichever occurs first. 

Prohibitions Relating to Controlled Substances 

1. All affected employees are prohibited from reporting for duty or remaining on duty requiring the performance of       

safety-sensitive functions when the affected employee uses any controlled substance, except under the following  
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              circumstances: 

 the use is pursuant to the instructions of a licensed medical practitioner who has advised the affected employee 

that the controlled substance will not adversely affect the affected employee's ability to safely operate a 

commercial motor vehicle; and 

 prior to therapeutic drug use, the affected employee has provided written verification from a licensed medical 

practitioner to his/her immediate supervisor. 

1. All affected employees are prohibited from reporting for duty, remaining on duty or performing a safety-sensitive 

function, if the affected employee tests positive or has adulterated or substituted a test specimen for controlled 

substances. 

No affected employee shall refuse to submit to any alcohol or controlled substances test required by this policy. Affected 

employees who refuse to submit to such tests shall be prohibited from performing safety-sensitive functions, and shall be 

subject to the provisions of this policy. 

Compliance with this policy is a condition of employment with the Hancock County Board of Education. Any affected 

employee who violates any provision of this policy or whose required alcohol or controlled substances test precludes 

them from meeting the requirements of this policy shall be removed from the performance of safety-sensitive functions. 

In addition, the Superintendent of Schools or his/her designee shall initiate proceedings to terminate the employment of 

any affected employee who violates any provision of this policy or whose required alcohol or controlled substances test 

precludes them from meeting the requirements of this policy. 

Other Alcohol-related Conduct 

1. Any affected employee tested under the provisions of this policy who is found to have an alcohol concentration 

of 0.02 or greater but less than 0.04 is prohibited from performing or continuing to perform safety-sensitive 

functions for the Board until the start of the affected employee’s next regularly scheduled duty period, but not 

less than 24 hours following administration of the test. 

2. Except as provided in this policy, the board shall take no action under this policy against an affected employee 

based solely on test results showing an alcohol concentration less than 0.02. 

Required Alcohol and Controlled Substances Testing 

Pre-employment Testing 

1. Prior to the first time an affected employee performs safety-sensitive functions, the affected employee shall be 

required to undergo testing for alcohol and controlled substances. 

2. No affected employee shall be permitted to perform safety-sensitive functions unless the affected employee has 

been administered an alcohol test with a result indicating an alcohol concentration less than 0.02 and has received 

a controlled substance test result from the medical review officer indicating a verified negative test result. 

Post-accident Testing 

1. As soon as practicable following an accident involving a commercial motor vehicle, each surviving affected 

employee shall be tested for alcohol and controlled substances if such surviving affected employee: 

 was performing safety-sensitive functions with respect to a vehicle, if the accident involved the loss of 

human life; or  

 any vehicle, involved in the accident, incurs disabling damage as a result of the accident and requires a 

vehicle to be transported away from the scene by tow truck or other similar vehicle; or  
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 a person or persons riding in any of the involved vehicles, as a result of the accident, receives medical 

treatment away from the scene of the accident;  

 or the driver of the vehicle owned by Hancock County Schools receives a citation under the state or local 

law for a moving traffic violation arising from the accident. 

2. If a post-accident alcohol test is not administered within two hours following the accident, the Board shall cause 

to be prepared and maintained on file a record stating the reasons the test was not promptly administered. If a 

post-accident alcohol test is not administered within eight hours following the accident, the Board shall cease 

attempts to administer an alcohol test and shall prepare and maintain the same record. 

3. If a post-accident controlled substance test is not administered within 32 hours following the accident, the Board 

shall cease attempts to administer a controlled substance test and shall prepare and maintain on file a record 

stating the reasons the test was not promptly administered. 

4. An affected employee who is subject to post-accident testing shall remain readily available for such testing or 

may be deemed by the Board to have refused to submit to testing.  

5. Affected employees are subject to post-accident reporting procedures, as outlined, in the State of West Virginia 

School Transportation Regulations.  

6. The results of a breath or blood test, for the use of alcohol, or a urine test, for the use of controlled substances, 

conducted by federal, state or local officials having independent authority for the test shall be considered to meet 

the requirements of this policy regarding post-accident testing, provided that such tests conform to applicable 

federal, state or local requirements and that the results of the tests are obtained by the Board or its designee. 

Random Testing 

1. Affected employees shall be tested for alcohol or controlled substances at various times on an unannounced 

random basis. 

2. Consistent with applicable federal regulations (49 C.F.R. § 382.305), the minimum annual percentage rate for 

random alcohol testing shall be 25 percent of the average number of affected employee positions or such other 

percentage rate as is published by the DOT Federal Highway Administration in the Federal Register. 

3. Consistent with applicable federal regulations (49 C.F.R. § 382.305), the minimum annual percentage rate for 

random controlled substance testing shall be 50 percent of the average number of affected employee positions or 

such other percentage rate as is published by the DOT Federal Highway Administration in the Federal Register. 

4. The selection of affected employees for random alcohol and controlled substances testing shall be made by a 

scientifically valid method established and maintained by the approved vendor responsible for testing. Under the 

selection process used, each affected employee shall have an equal chance of being tested each time selections 

are made. Tests conducted under this part shall be unannounced and unpredictable, and that the dates for 

administering random tests shall be spread reasonably throughout the calendar year. 

5. An affected employee shall only be tested for alcohol while the affected employee is performing safety- sensitive 

functions, just before the affected employee is to perform safety-sensitive functions, or just after the affected 

employee has ceased performing such functions. An affected employee may be randomly tested for prohibited 

drug use anytime while on duty. 

Reasonable Suspicion Testing 

1. Affected employees shall be required to submit to an alcohol test when the Transportation Director, 

Superintendent of Schools or his/her designee has reasonable suspicion to believe that the affected employee has  
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violated the prohibitions of this policy as set forth above. 

2. Affected employees shall be required to submit to a controlled substances test when the Transportation Director, 

Superintendent of Schools or his/her designee has reasonable suspicion to believe that the affected employee has 

violated the prohibitions of this policy as set forth above. 

3. The Transportation Director’s, Superintendent of Schools’ or his/her designee’s determination that reasonable 

suspicion exists to require the affected employee to undergo an alcohol or controlled substances test must be 

based on specific, contemporaneous, articulable observations concerning the appearance, behavior, speech or 

body odors of the affected employee. The observations may include indications of the chronic and withdrawal 

effects of controlled substances. 

4. The required observations for alcohol and/or controlled substances reasonable suspicion testing shall be made by 

the Transportation Director, Superintendent of Schools or his/her designee who is trained in accordance with this 

policy. The person who makes the determination that reasonable suspicion exists to conduct an alcohol test shall 

not conduct the alcohol test of the affected employee. 

5. Reasonable suspicion alcohol testing is authorized only if the observations required by this policy are made 

during, just preceding, or just after the period of the work day that the affected employee is required to be in 

compliance with this policy. An affected employee may be directed by the Transportation Director, 

Superintendent of Schools or his/her designee to undergo reasonable suspicion alcohol testing only while the 

affected employee is performing safety-sensitive functions, just before the affected employee is to perform 

safety-sensitive functions, or just after the affected employee has ceased performing such functions. 

6. If a reasonable suspicion alcohol test is not administered within two hours following the observations required by 

this policy, the Transportation Director, Superintendent of Schools or his/her designee shall prepare and maintain 

on file a record stating the reasons the test was not promptly administered. If a reasonable suspicion alcohol test 

is not administered within eight hours following the observations required by this policy, the Transportation 

Director, Superintendent of Schools or his/her designee shall cease attempts to administer an alcohol test and 

shall prepare and state in the record the reasons for not administering the test. 

7. Notwithstanding the absence of a reasonable suspicion alcohol test under this section, all affected employees are 

prohibited from reporting for duty or remaining on duty requiring the performance of safety-sensitive functions 

while the affected employee is under the influence of or impaired by alcohol, as shown by the behavioral, speech, 

and performance indicators of alcohol misuse, nor shall an employer permit the affected employee to perform or 

continue to perform safety-sensitive functions, until: 

 an alcohol test is administered and the affected employee's alcohol concentration measures less than 

0.02; or  

 twenty-four hours have elapsed following the determination that there is reasonable suspicion to believe 

that the affected employee has violated the prohibitions in this policy concerning the use of alcohol. 

8. Except as provided by this policy and/or by any independent authority, the Transportation Director, 

Superintendent of Schools or his/her designee shall take no action against an affected employee in accordance 

with this policy based solely on the affected employee's behavior and appearance, with respect to alcohol use in 

the absence of an alcohol test. 

9. A written record shall be made of the observations leading to a controlled substance reasonable suspicion test, 

and signed by the Transportation Director, Superintendent of Schools or his/her designee, who made the 

observations, within 24 hours of the observed behavior or before the results of the controlled substances test are 

released, whichever is earlier. 
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Return-to-duty Testing 

1. Subject to this policy, before an affected employee returns to duty requiring the performance of safety-sensitive 

functions after engaging in conduct prohibited by this policy, the affected employee shall undergo a return-to-

duty alcohol test with a result indicating an alcohol concentration of less than 0.02 

2. Subject to this policy, before an affected employee returns to duty requiring the performance of safety-sensitive 

functions after engaging in conduct prohibited by this policy, the affected employee shall undergo a return-to-

duty controlled substances test with a result indicating a verified negative result for controlled substances use. 

Follow-up Testing 

1. Following a determination under this policy that an affected employee is in need of assistance in resolving 

problems associated with alcohol misuse and/or use of controlled substances, the Board, subject to this policy, 

shall ensure that the affected employee is subject to unannounced follow-up alcohol and/or controlled substances 

testing as directed by a substance abuse professional in accordance with this policy. 

2. Follow-up alcohol testing, if any, shall be conducted only when the affected employee is performing safety-

sensitive functions, just before the affected employee is to perform safety-sensitive functions, or just after the 

affected employee has ceased performing safety-sensitive functions. 

Testing Procedures 

All alcohol and controlled substance testing conducted pursuant to this policy shall comply with the procedures 

promulgated by DOT and set forth in 49 C.F.R. part 40, as they may be revised from time to time. 

Alcohol Testing Procedures 

1. All alcohol testing conducted pursuant to this policy shall be conducted by a trained breath alcohol technician 

(BAT) who shall utilize only an evidential breath testing device (EBT) approved by the National Highway 

Traffic Safety Administration. 

2. A BAT-qualified supervisor of an affected employee may conduct the alcohol test for that affected employee 

only if another BAT is unavailable to perform the test in a timely manner. 

3. Alcohol testing shall be conducted in a location that affords visual and aural privacy to the affected employee 

being tested, sufficient to prevent unauthorized persons from seeing or hearing test results. 

4. The breath alcohol testing form promulgated by DOT shall be used for all alcohol testing without unauthorized 

modifications. 

5. Blood alcohol testing shall be conducted only under such circumstances as may be permitted under DOT 

regulations, as amended from time to time. 

Controlled Substances Testing 

1. Controlled substances testing shall be conducted by the way of the split sample method of urine collection. After 

the affected employee being tested has provided a urine sample of at least 45 mL, the sample must be split into 

two specimen bottles (at least 30 mL in one and 15mL in the other) to be shipped in a single shipping container, 

together with the chain of custody form, to a DHHS-certified laboratory for analysis within 24 hours or during 

the next business day.     

2. The Board and the certified laboratory shall develop and maintain clear and well-documented procedure for 

collection, shipment and accessing of urine specimens, including an appropriate chain of custody form. Handling 

and transportation of urine specimens from one authorized individual or place to another shall always be  
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accomplished through chain of custody procedures. 

3. It is recognized that the Board has the right to request that the personnel administering urine collection to take 

such steps as are necessary to detect tampering or substitution while maintaining individual privacy. If it is 

established that an affected employee's specimen has been intentionally tampered with or substituted by the 

affected employee or someone on his behalf, the affected employee will be subject to discharge. 

4. The result of the certified laboratory analysis is reviewed by a medical review officer (MRO), who is a licensed 

physician responsible for receiving laboratory results generated by this policy and who has knowledge of 

substance abuse disorders, including a detailed knowledge of alternate medical explanations for laboratory 

confirmed drug test results, issues relating to adulterated and substituted specimens as well as the possible 

medical causes of specimens having an invalid result and knowledge about all applicable laws, regulations and. 

5. If the test result of the primary specimen is positive, or as a refusal to test because of adulteration or substitution, 

the MRO shall notify the affected employee of his or her right to have the spit specimen tested and the 

procedures therefore. The affected employee may request that the MRO direct that the split specimen be tested in 

a different DHHS-certified laboratory for presence of the drug(s) for which a positive result was obtained in the 

test of the primary specimen. The MRO shall honor such a request if it is made within 72 hours of the affected 

employees having been notified of a verified positive test result. Action required by this policy as the result of a 

positive drug test (e.g. removal from performing safety-sensitive functions) is not stayed pending the result of the 

test of the split specimen. If the result of the test of the split specimen fails to reconfirm the presence of the 

drug(s) found in the primary specimen, the MRO shall cancel the test and report the cancellation and the reasons 

for it to the DOT, the Board and the affected employee. 

Handling of Test Results, Record Retention and Confidentiality 

1. The Board shall maintain records of its alcohol misuse and controlled substance use prevention programs as 

provided below. Such records shall be maintained in a secure location with controlled access. 

2. Record Retention 

 Five year retention. The following records shall be maintained for a minimum of five years: 

 Records of affected employee alcohol test results with results indicating an alcohol concentration of 0.02 

or greater; 

 Records of affected employee verified positive controlled substances test results; 

 Documentation of refusals to take required alcohol and/or controlled substances tests (including 

substituted or adulterated drug test results); 

 Calibration documentation; 11 of 14 

 Affected employee evaluation and referrals, including all follow-up tests and schedules for follow up 

tests; and 

 A copy of each annual calendar year summary. 

 Three year retention. Records of information obtained from previous employers (40.25) concerning drug and 

alcohol test results of employees shall be maintained for a minimum of three years. 

  Two year retention. Records related to the alcohol and controlled substances collection process and training 
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including records of the inspection, maintenance, and calibration of EBTs, shall be maintained for a minimum of 

two years. 

 One year retention. Records of negative and canceled controlled substances test results and alcohol test results 

with a concentration of less than 0.02 shall be maintained for minimum of one year. 

 Indefinite period. Records related to the education and training of supervisors and drivers shall be maintained by 

the employer while the individual performs the functions which require the training and for two years after 

ceasing to perform those functions. 

3. When requested by State or local officials with regulatory authority over the Board or any of its affected 

employees, the Board shall prepare, or cause to be prepared and certify the accuracy and completeness, and 

maintain an annual calendar year summary of the results of its alcohol and controlled substances testing programs 

performed pursuant to this policy and in accordance with 49 C.F.R. § 382.403. 

4. Except as required by law or this policy, the Board shall not release affected employee information that is 

contained in records required to be maintained under section 7.2 of this policy. An affected employee is entitled, 

upon written request, to obtain copies of any records pertaining to the affected employee's use of alcohol or 

controlled substances, including any records pertaining to his or her alcohol or controlled substances tests. 

5. The Board must request, pursuant to an affected employee's written consent, any of the information concerning 

the affected employee that is maintained under an alcohol and controlled substances testing policy by the affected 

employee's previous employers. The Board shall not permit the affected employee to perform safety-sensitive 

functions after 30 days from the date on which the affected employee first performed safety-sensitive functions, 

unless the Board has obtained or made and documented a good faith effort to obtain this information.. The Board 

shall maintain a written, confidential record of the information obtained with respect to each past employer 

contacted or of the good faith efforts made to obtain the information. 

Training, Referral and Return to Duty 

1. The Board shall ensure that persons designated to supervise affected employees shall receive at least 60 minutes 

of training on alcohol misuse and receive an additional 60 minutes of training on controlled substance use. The 

training will be used to determine whether reasonable suspicion exists to require an affected employee to undergo 

testing pursuant to this policy and shall cover the physical, behavioral, speech, and performance indicators of 

probable alcohol misuse and use of controlled substances. 

2. Any affected employee who has engaged in conduct prohibited by this policy shall be provided information 

regarding the Board's Drug-Free Workplace Policy. 

3. Any affected employee who has engaged in conduct prohibited by this policy shall be evaluated at the affected 

employee's expense by a substance abuse professional [SAP] who shall determine what assistance, if any, the 

employee needs in resolving problems associated with alcohol misuse and/or controlled substance use. 

4. Returning to Duty 

 Subject to this policy, before an affected employee returns to duty requiring the performance of a safety-

sensitive function after engaging in conduct prohibited by this policy, the affected employee shall 

undergo a return-to-duty alcohol test with a result indicating an alcohol concentration of less than 0.02 if 

the conduct involved alcohol, or a controlled substances test with a verified negative result if the 

conduct involved controlled substances.  

 In addition, subject to this policy, each affected employee identified as needing assistance in resolving 

problems with alcohol misuse or controlled substances use shall be evaluated by a SAP to determine 

that the affected employee has properly followed any rehabilitation program prescribed under this 
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policy and shall be subject to unannounced follow-up alcohol and controlled substances tests following 

the affected employee's return to duty. 

 Any cost associated with follow-up/return-to-duty testing as required by law will be the responsibility of 

the affected employee. 

 

Date Adopted:  3/25/08 

Date Amended:  11/14/16 

Date Reviewed:   
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

USE OF COMMUNICATION DEVICES BY BUS DRIVERS 
 

The purpose of this policy is to ensure that the Hancock County Board of Education, hereinafter referred to as the Board, 

is in compliance with all applicable federal and state statutes, regulations and applicable suggestions related to providing 

safe and efficient transportation of students. Furthermore this policy will allow Hancock County Schools to enhance the 

safety of the Transportation Department. 

 

The Hancock County School Board has equipped each bus in the Transportation Department with a two-way radio.  At 

the same time, the Hancock County Board of Education recognizes the inherent danger of using communication 

equipment while driving a bus. 

 

For the purposes of this policy, communication devices are defined to include any device that can transmit or receive 

data, pictures, music or voice transmissions such as portable two-way telecommunications devices, including but not 

limited to cellular telephones, with or without cameras, beepers, walkie-talkies, other hand-held computing devices used 

as a communication device, any portable electronic device capable of storing and transmitting or receiving images, as 

well as any new technology developed for similar purposes. 

 

Hancock County School Board, in an effort to ensure consistency in communications while not jeopardizing safety, does 

hereby make the following policy. 

 

Communications Devices Personally Owned or Leased by the Bus Driver or Bus Aide 

 

Personally owned or leased communications devices cannot be used anytime that the bus is in motion, with or without 

students or sitting still.  The only exception will be in the case of Special Ed bus drivers/bus aides that have permission 

from the Director of Transportation to use their personal phones to contact parents or schools.  Furthermore, driver/aide 

owned communications devices are not to be the reason for delays in making scheduled runs (i.e., taking a phone call that 

delays the bus from arriving or departing within the time frame of the schedule.)  Due to the extreme hazard involved 

with the use of these unauthorized devices during working hours, violations of this policy will be considered 

insubordination and a driver will be subject to discipline up to and including termination. 

 

The use of County Owned Communications Devices 

 

The use of two-way radios is to be limited to professional communications of limited length.  Informing drivers of 

hazards, communicating possible problems on various roads, communicating the need to return a child to his/her 

particular school, clarifying placement or locations for substitute drivers, and making efforts to ensure that line ups and 

departures are effective are only some of the reasons that the two-way radios are to be used. Discussions of a personal 

nature are to be limited and are not, under any circumstance, to include wording that may harm or embarrass one of the 

driver’s co-workers or a student.  Remember also, that the frequency that the two-way radios are assigned is a published 

listing and other persons listen to the frequency on scanners and other electronic devices. 

 

 

Date Adopted:  3/26/07 

Date Amended:  10/13/08; 9/12/16 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

EXTRA-CURRICULAR ACTIVITY/FIELD TRIPS/SPECIAL EVENTS TRANSPORT 

 
It is the intent of the Hancock County Board of Education to provide school bus transportation for students participating 

in extra-curricular events within a reasonable distance. Coaches, Dean of Students in charge of athletics, and Principals 

that approve participation in events outside the area covered by this policy do so with the understanding that they are 

responsible for the entire cost of the trip.  This policy governs the use of board owned buses for these functions. 

 

1. The board strongly recommends the use of board owned school buses for all events when practical and available.  

All requests to use contracted buses must be approved in advance by the Director of Transportation and the 

Superintendent. The use of rented or leased passenger vans is prohibited. 

 

2. The board shall provide bus transportation for extra-curricular events within the area circled on the map on page 

2, of this policy.  Also included are the cities of Parkersburg and Weston.  

3. All costs for trips outside the circle, excluding Parkersburg and Weston, shall be borne by each respective school. 

4. Expenses for overnight trips (excluding transporting time) within the circle shall be borne by each respective 

school. 

5. Any charter, leased or rented transportation costs will be borne by the requesting school. 

6. State tournament competitions are excluded from this policy.  The board will provide transportation for these 

events at its discretion. 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

EXTRACURRICULAR ACTIVITY/FIELD TRIPS/SPECIAL EVENTS TRANSPORT 

PAY PROCEDURES 

 
Day and Evening Trips 

 
Drivers will be compensated for driving and waiting time at their hourly rate as specified in WV State Law 18A-4-8 & 

18A-4-8a.  The driver will be responsible for providing services to meet the needs of the students and the professional in 

charge of the activity.  The bus and driver will be at the disposal of the professional and the students during the entire 

wait time. 

 
Overnight Trips 

 
Overnight trips will be defined as a trip requiring staying away from home in a sleeping facility.  For overnight trips the 

drivers will be paid their hourly rate for driving time as specified in WV Code 18A-4-8 & 18A-4-8a.  In addition to the 

driving time, the driver will be paid an $80.00 stipend per night. The driver will not be paid for the waiting time of the 

event.   

 

This was voted on at the September 9, 2002 board meeting, with the minutes being recorded as such. The pay procedure 

for overnight trips was approved by a vote (38 yes/ 2 no) taken by the bus drivers on August 21, 2002.  The vote was 

taken in compliance of 18a-4-8a that allows alternate pay procedures. 

 

The activity requesting the overnight trip will be responsible for providing a single occupancy motel room at same 

location as the activity transported and meals for the driver.  
. 

 
Date Adopted: 

Date Amended:  9/9/02; 10/24/16 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

FOOD SERVICES 

 

Good nutrition is paramount to students learning and their quality of life.  The Hancock County Board of Education 

anticipates the Child Nutrition Program to be operated on an integrated approach to ensure a school environment that 

promotes optimal nutrition for students with the intention that the food service programs be the main source of foods and 

beverages available at school.  These programs have specific requirements to ensure that adequate nutrients are offered to 

promote health.  Other foods and beverages, when available, should also provide necessary nutrients and contribute to an 

overall healthy eating environment.  Schools are uniquely positioned to model and reinforce these healthful eating 

behaviors.  

  

Child Nutrition Programs shall meet the meal pattern and minimum daily nutritional requirements by category as 

regulated by the United States Department of Agriculture and the West Virginia State Board of Education.  All food 

service programs shall be operated in accordance with the West Virginia Standards for School Nutrition. 

 

The Child Nutrition Programs in Hancock County shall adhere to the guidelines set forth in SBP 4320 - Child Nutrition 

Programs, SBP 4321.1 - Standards for School Nutrition and other state and federal guidelines as they are received. 

 

(SBP 4321.1) E - Support Services\Policy 4321 Standards for School Nutrition.pdf  
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047   

 

FOOD PURCHASING/SELECTION 

The overall objective of the Food Purchasing Program is to obtain the goods and services necessary to operate the Food 

Service Program in an economic and efficient manner always seeking ways to gain the maximum value for each dollar 

spent. 

The best suppliers will be awarded shares of the Board's business on the basis of quality goods, services rendered, and 

fair and equitable price determination. 

1. Since food purchasing is a daily operation, the Coordinator of Child Nutrition will be permitted to order from 

pre-determined vendors those products and services necessary for the operation of the food service department. 

2. The Coordinator of Child Nutrition will prepare the bids for all canned foods, frozen foods, non-perishable items, 

cleaning supplies and miscellaneous items. The Coordinator of Child Nutrition will supply minimum quantities 

for all items bid and will develop specifications for each item, such as: grade, container size, packaging, etc. Bids 

for these items shall be opened annually in the food services department. 

3. Bids for produce and other perishable items shall be bid weekly by fax. The Coordinator of Child Nutrition will 

fax the produce bid to the suppliers. Each supplier will fax the bid with quoted prices by noon on Fridays. The 

Coordinator of Child Nutrition will award the items to the lowest bidder. Bid results will be faxed to each 

supplier. 

4. The five counties of RESA 6 prepare the milk and bread bid. Ohio County is responsible for sending out the 

bread bid and Wetzel County is responsible for sending out the milk bid. The vendors return the bids to those 

specific counties. Those counties, in turn, send the bid results to the other counties of RESA 6. 

5. Once a vendor has been awarded an item for a specific period of time, all purchases of that commodity must be 

made from that vendor, unless the vendor cannot supply the commodity as needed, or if the commodity is 

unsatisfactory. The Coordinator of Child Nutrition will award the next lowest bidder the commodity when the 

original bidder does not meet the specifications. 

6. The Coordinator of Child Nutrition shall be responsible for all quality control of the various commodities 

purchased for the food services program and shall negotiate any substitutions or settlements because of damage, 

spoilage, or items not meeting specifications.  

7. Vendors shall be required to meet all terms and conditions as set forth in the bids, which will be handled by the 

food services director. Any vendor who does not respond to three consecutive bids shall be removed from the bid 

list and must reapply to be put back on the list.  

8. All formal written bids must be returned to the designated place prior to the time and date listed on the bid form. 

No telephone bids will be accepted by anyone at any time.  

9. All bids must be returned on the bid forms supplied by the food services department. Non-adherence to this will 

disqualify a vendor as a bidder.  

10. Bids postmarked before the bid opening time, but not received before the bid opening time, will not be 

considered as a legitimate or responsive bid and will be returned to the vendor unopened.  
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11. Bidders must be prepared to supply samples of the products they have bid for testing and evaluation prior to the 

awarding of the contract.  

12. The decisions of the Coordinator of Child Nutrition shall be final as to whether or not an alternate or substitution 

is, in fact, equal to the specifications. 

 

Date Adopted:  11/24/74 

Date Amended:  12/11/95; 6/14/99; 11/17/08 

Date Reviewed:  7/1/85; 11/13/00; 4/22/13 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047   

 

FREE AND REDUCED PRICE FOOD SERVICES 

 

The Hancock County Board of Education assures that the responsibility for determining the eligibility of children for free 

and reduced price school meals will be in compliance with the Provision of Free and Reduced Price School Meals or 

Free Milk manifested in the National School Lunch Act and in the Child Nutrition Act. The Board of Education will use 

the Eligibility Standards for Free and Reduced Meals from the US Department of Agriculture and WV Department of 

Education in determining the eligibility of children for free or reduced price school meals.  Application for free or 

reduced price lunches may be made any time during the school year as family circumstances may change. 

 

In fulfillment of the Board’s responsibilities, each Hancock County school participating in the National School Lunch 

and Breakfast Program agrees to:  

1. serve meals free or at a reduced price to children who are determined by local school officials to be 

unable to pay the full price of the meal;  

2. permit no physical segregation of, or any other discrimination against, any child because of his/her 

inability to pay the full price of the meal; and 

3. serve meals free or at a reduced price to children who have a completed, approved application on file 
in the office of the Child Nutrition Coordinator, or children who are approved for free meals through 
the Direct Certification Program. 

 
 

Date Adopted:   7/11/94 

Date Amended:   12/11/95; 10/24/16 

Date Reviewed:   11/13/00; 11/17/08; 5/29/13 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047   

 

PRICING of and PAYMENT for FOOD SERVICES 

 

Hancock County Schools makes available breakfast and lunch to all children daily.  The Food Service Department will 

operate a countywide billing system whereby students at all grade levels may charge their meals daily.  The bills will be 

calculated and mailed monthly to the parent/guardian.  

 

The Hancock County Food Service Department operates in accordance with the U.S. Department of Agriculture Policy, 

which prohibits discrimination on the basis of race, color, sex, age, disability or national origin. 

 

Responsibilities 

 

All schools will operate food service programs using a charge program. 

 

The secretary’s responsibilities include providing student information into the computer base and downloading the 

information for the POS centralized billing process.   

 

The principal’s responsibilities include depositing food service receipts in the bank. 

 

The Cook’s responsibilities include completing the end of the month report; and, collecting for adult lunches, 2nd 

lunches purchased by students, and extra milk or water.  The cooks also collect for students who are on prepaid status.  

The cooks will inform the Food Service Office when prepaid students do not have money for their meals. 

 

Food Service Staff credit student accounts, prepare deposits daily, and pursue past due accounts in a timely manner. 

 

Adults will not be allowed to charge on the centralized billing system.  Also, students who purchase second lunches, milk 

or water will not be allowed to charge.  The money will be collected for these purchases as they are made. 

 

Billing Procedures 

 

Beginning with the 2016-17 school year, bills will be created and mailed by an outside billing company. Accounts have 

the option to be paid by credit or debit cards through the link available on the county website. 

 

Delinquent Accounts 

 

Unpaid accounts will be considered delinquent after 45 days and the building principal will be notified. All delinquent 

accounts will automatically lose the privilege of charging meals. Instead, parents must send cash daily or provide a bag 

lunch for their child/children. The collection of delinquent accounts may be pursued through a collection agency. All 

costs associated with the collection of an account (e.g., court costs) become the responsibility of the debtor. 

 

Insufficient Funds 

 
A check returned to the Food Service Department for insufficient funds is subject to a returned check service charge fee. 

 

Date Adopted: 7/8/02 
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A POLICY STATEMENTOF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047   

 

COLLECTION OF MONEY – DELINQUENT ACCOUNTS 

 

The Hancock County Board of Education strives to comply with all Federal and State Regulations while providing 

healthy meals to children. Pursuant to the United States Department of Agriculture’s directive SP 46-2016 and SP 47-

2016, the county board of education issues the following guidelines for “delinquent debt” and “bad debt” child nutrition 

accounts.  

 

Delinquent Debt is defined as overdue payment for school meals that is considered collectable and efforts are being 

made to collect same. Delinquent debts are carried over from one school year to the next. 

 

Bad Debt is defined as a delinquent debt that is considered uncollectable and efforts to collect have ceased. 

 

Schools must make reasonable efforts to collect unpaid meal charges classified as delinquent debt. The cost of these 

efforts is an allowable use of National School Food Service Account (NSFSA) funds. Delinquent debt is considered an 

asset and remains on finance documents until it is either collected or is determined to be a bad debt. When local officials 

determine that further collection efforts for delinquent debt are considered useless or too costly, the debt must be 

reclassified as bad debt. Bad debt is not considered an asset and must be written off as operating losses. NSFSA 

resources may not be used to cover costs related to the bad debt, such as continued legal and collection costs. In addition, 

this particular operating loss may not be absorbed by the NSFSA but must be restored using non-Federal funds. 

 

Payment in full is due within 20 days of the billing date. Unpaid accounts of $50.00 or more will be considered a 

delinquent debt after 45 days from the billing date. A letter will be sent to the student’s home indicating that the account 

is delinquent and will include a list of alternatives for lunch. The school principal will also be notified. Upon such 

notification, the school principal must stop the student’s charge privileges. Parent(s)/Guardian must send cash daily, pay 

the bill in full or send a bag lunch. Consistently sending a child to school without money for a meal or a bag lunch may 

be interpreted as child neglect and reported to the Department of Health and Human Resources, Child Protective 

Services.  

 

The collection of delinquent debts may be pursued through a Collection Agency or the Board’s attorney. All costs 

associated with the collection of a delinquent debt shall become the liability of the debtor. 

 

The Hancock County Child Nutrition Coordinator has the authority to track and collect all debts per WV State Board 

Policy 4320, Policies of Operation Manual Child Nutrition Programs. Circumstances may arise which would justify 

termination of a delinquent debt and its reclassification as a bad debt. These circumstances must be evaluated on an 

individual basis by the school principal, the Child Nutrition Coordinator and the Finance Officer. 

 

This policy must be provided in writing to all student households at the start of each school year and to households that 

have students transfer to a Hancock County School during the school year. In addition, school principals, food service 

employees, school social workers, school nurses, the homeless liaison, and other staff members that may assist students 

in need are to be provided a copy. The policy will also occur on school web-sites and in student handbooks. 

 

Date Adopted: 2/27/17 

Date Amended:  

Date Reviewed:  
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A POLICY STATEMENTOF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047   

 

COMPETITIVE FOOD SALES/VENDING MACHINES 

 

Other foods and beverages is defined in SBP4321.1 - Standards for School Nutrition as any food or beverage, sold, 

served or distributed to students including snacks from vending machines, school stores, parties, and school day fund 

raising activities, except those served as part of the child nutrition program meals and snacks.  Other foods do not include 

those brought to school by individual students for their own consumption. 

 

The use of other foods and beverages in schools shall be in compliance with the rules of the National School Lunch 

Program and the School Breakfast Program of the WV State Board of Education and the United States Department of 

Agriculture; SBP 4320 - Child Nutrition Programs and SBP 4321.1 – Standards for School Nutrition.   

 

Other foods and beverages shall not be offered as a reward or used as a means of punishment or disciplinary action for 

any student during the school day.   

Other foods and beverages may not be sold, served or distributed in such a way as to encourage the distribution or 

purchase of these items as a ready substitute for, or in addition to, reimbursable meals.   

Other foods and beverages, wherever and whenever sold, served or distributed on school premises, outside the school 

day, shall include nutritious choices.   

 

Beverage Sales 

   

The sale of soft drinks is not permissible in elementary or middle schools, healthy beverages may be sold to these 

students in vending machines on the premises, in school canteens or through fund raisers by students, teachers, and 

student groups or by any other means. Nothing in WVC §18-2-6a shall be construed to prohibit or limit sale or 

distribution of any beverage item through fund-raising activities of students, teachers or educational groups when the 

items are intended for sale off the school grounds. 

 

The sale of soft drinks in the high school in grades 9-12 is permitted with the stipulation that said drinks will not be 

available to students during the breakfast and lunch periods designated on the master schedule.  The high school shall 

also offer healthy beverages for sale. Of the total beverages offered for sale, at least fifty percent shall be healthy 

beverages. 

 

Healthy beverages include water, 100% fruit and vegetable juice, low-fat milk, and other juice beverages with a minimum 

of 20% real juice.  Vending machines containing healthy beverages shall be in the same location or substantially similar 

location as vending machines containing soft drinks.   

 

Seventy-five percent (75%) of the profits from the sale of soft drinks and healthy beverages shall be allocated by a 

majority vote of the faculty senate; and, twenty-five percent (25%) of the profits from the sale of soft drinks and healthy 

beverages shall be allocated to the purchase of necessary supplies by the principal of the school. 

 

Principals of schools that participate in selling of beverages must submit a letter to the Superintendent and Director of 

Finance informing them how the profits are being used in the school. 

 

Date Adopted:  4/27/98 

Date Amended:  11/17/08; 10/24/16 

Date Reviewed:  11/13/00   Back to Table of Contents 
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A POLICY STATEMENTOF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047   

 

PHOTOCOPYING SERVICES 

 

Record Duplication Fees 

As authorized by West Virginia Code, Chapter 29B, Article l, Section 3 (5), the Hancock County Board of Education 

establishes the following fees to reimburse the Board for the cost of reproducing records: 

 

Student Transcripts...........................……… $3.00 

Employee Personnel Records........................$3.00 

Fax (sending or receiving).......................…..$1.00 

General Duplicating................................…….. .25¢ per page 

Prepared Documents of 10 pages or less.............20¢ per page 

Prepared Documents of more than 10 pages..... .10¢ per page 

 

Date Adopted:  1/05/81 

Date Amended:  2/11/94; 10/24/94; 10/24/16 

Date Reviewed:  7/1/85; 11/13/00 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 

           
 BIOMETRIC IDENTIFICATION PROGRAM 

 
Prior to collecting biometric information* from  newly enrolled students, pre-K students or kindergarten students, the 

school shall provide notification of the intent to do so to the parents or custodian of the student or to the student if he or 

she reached the age of 18.  A two-week period between notification and the actual collection of biometric information 

shall be given in order to allow a response to refuse participation in the biometric identification program.  A request not 

to participate in the biometric identification program shall be made in writing by the parents or custodian of the student or 

the student if he or she has reached the age of 18.  Failure to respond with a request not to participate in the biometric 

identification program shall be considered as giving permission for the student to participate. 

 

All biometric information shall be destroyed within 30 days after the student’s graduation or withdrawal from the school 

district or upon receipt in writing of a request for discontinuation of participation in the biometric identification program 

by the parent or guardian of the student or by the student if he or she has reached the age of 18. 

 

The biometric information is to be used solely by the school district for identification or fraud prevention. 

 

The school district will not sell, lease or disclose any biometric information to any other person or entity. 

 

The choice for the student not to participate in the biometric identification program by the parent or custodian of the 

student or by the student if he or she has reached the age of 18 must not be the basis for refusal of any services otherwise 

available to the student. 

 

 *Biometric information means the non-invasive electronic measurement evaluation of any physical characteristics that 

are uniquely attributable to a single person, including fingerprint characteristics, eye characteristics, hand characteristics, 

vocal characteristics, facial characteristics and any other physical characteristics used for the purpose of electronically 

identifying that person with a high degree of certainty. 

 

 

Date Adopted:  2/23/15 

Date Amended:  10/24/16 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 

           
 WELLNESS  

 
The Child Nutrition and WIC Reauthorization Act of 2004, Section 204 of Public Law 108-265, requires that all local 

education agencies participating in the National School Lunch Program develop a local wellness policy. This local 

wellness policy provides an opportunity for the Hancock County Board of Education to create an environment in all 

Hancock County Schools that promotes wellness. The Board has a shared commitment with parents and the community 

to provide a school environment that promotes healthy eating and physical activity for students and staff. 

 

Healthy eating and activity patterns are essential for students to achieve academic, physical and mental growth. Schools 

play an important role in shaping students physical and mental behavior. School staff shall be mentors in promoting 

healthy lifestyles that will encourage students to achieve lifelong wellness. 

 

Goals 

 

Nutrition Education and Promotion 

 

Schools shall provide nutrition education in grades Pre K–12 that is interactive and teaches the skills students need to 

adopt a healthy eating behavior.  

1. Schools will promote nutrition education and engage in nutrition promotion that is offered at each grade level in 

accordance with the WVDE Policies 2520.55 and 2520.5: Health and Wellness Education Standards for West 

Virginia Schools. 

2. Schools will integrate nutrition topics with the comprehensive health education curriculum taught at every grade 

level. (Pre K–12) 

3. Youth Advisory Committees will have the opportunity to provide input on local, cultural and ethnic favorites. 

4. The entire school environment, not just the classroom, shall be aligned with healthy school goals to positively 

influence a student’s understanding, beliefs and habits as they relate to good nutrition and regular physical 

activity. The Center of Disease Control and Prevention’s Coordinated School Health Program shall be used as a 

resource.  

5. Each school will create or strengthen existing school health councils to develop, monitor and revise nutrition and 

physical activities policies or procedures.  Also council will train staff to be role models in healthy behavior.   

6. Parents/Guardians are provided information on the County Wellness Policy through newsletters, publications and 

websites. 

7. The healthiest choices, such as salads and fruit, will be prominently displayed in the cafeteria to encourage 

students to make healthy choices. 

 

Standards for USDA Child Nutrition 

1. Hancock County Schools operates under USDA regulations for the School Breakfast and National School Lunch 

Program. Hancock County Schools provides an assurance that guidelines for reimbursable school meals shall not 

be less restrictive than USDA meal regulations and guidance – 7CFR Part 210 and Part 220 and the Healthy, 

Hunger Free Kids Act of 2010, as well as the state nutrient standards from WVDE Policy 4321.1.  

2. Hancock County Schools will make every effort to eliminate any social stigma attached to and prevent over 

identification of students who are eligible for free and reduced-priced school meals. 

 

Page 1 of 3 



 

File: EJ 

3. Nutrition information for school meals is available through the Central Food Service Department. 

 

Nutrition Standards for Competitive and Other Foods and Beverages 

 

All other foods and beverages made available on school premises during the school day must meet the requirements set 

forth in this policy. 

1. Due to special dietary needs and food safety concerns, foods and beverages brought or delivered from outside 

sources may be consumed only by individual students for which they were brought or delivered and not by the 

general student population. 

2. On school premises, from the arrival of the first child at school until the departure of the last regularly scheduled 

school bus, all fund raising activities involving foods and beverages comply with WVBE Policy 4321.1. 

3. All meals must be priced and served as a unit.  Only fluid milk and bottled water may be sold as a la carte items 

for breakfast and lunch at any grade level. However, food and beverages may be components of any recognition 

ceremony. 

4. In addition to milk, safe drinking water shall be offered with meals for student consumption in all child nutrition 

programs.  Cups must be available with any water dispensers for easy student access. 

5. It is required that all other foods and beverages available during the school day reflect the limited requirements 

on calories, fats and sodium set forth by Policy 4321.1.  

 

Physical Education 

 

The primary goal for physical activity and physical education is to provide opportunities for every student in all grades 

Pre K-12 to develop the knowledge and skills for specific physical activities, maintain physical fitness, regularly 

participate in physical activity, and understand the short-term and long-term benefits of a physically active and healthy 

lifestyle. 

1. All students in grades Pre K-12 will receive physical education as prescribed by the WVDE Police 2510. 

2. Provide daily activity through physical education classes, recess, intramurals, interscholastic and community 

activity. 

3. The program shall be provided with adequate space and equipment and conform to all applicable safety 

standards. 

4. Physical education staff will receive professional development and adequate training in physical education on a 

yearly basis. 

5. Regular physical activity breaks are recommended throughout the school day.  Some of these strategies include 5 

minutes of moderate to vigorous physical activity into their daily lessons; Implementation of Let’s Move!  WV 

Resource Guide and Schools participate in state-wide physical activities established by the WVDE.  

6. All elementary school students shall have daily recess. In case of poor weather that prevents outdoor recess, 

school will develop a plan to promote physical activity during indoor recess during the regularly scheduled recess 

time.   

7. Physical Education electives will be offered on the high school level.  Sports may not take place of Physical 

Education. 

 

Hancock County Wellness Committee 

 

The Hancock County Wellness Committee consists of various members of the school system and community.  Individuals 

include, but are not limited to:  School Wellness Representative, Nurse, Administrator, Parents, WVU Extension Office  
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Representative, School Board Member, RESA VI Wellness Representative, Business and Community Representative, 

PTA/PTO Representatives, and Food Service Director. 

1. The county Child Nutrition Director will oversee the county-wide Nutrition and Physical Activity Wellness 

Policies. 

2. The county Child Nutrition Director will submit a yearly Wellness Summary Report to WVDE based on input 

from the schools within the county. 

 

Policy Evaluation 

1. Bi-annually, by May 15th, of the school year, the county Wellness Committee will evaluate and document the 

success of the policy implementation. 

2. To help with this evaluation, each school in the county will complete an assessment of the schools existing 

nutrition and physical activities policies. 

 

Communication 

1. The county and local school health and wellness councils will meet at least four times during the school year. 

2. School websites will be user-friendly concerning availability of the County Wellness Policy, Assessment Results, 

Monthly Menus, Newsletters and Nutrition Tips. 

3. Physical Education information and other school-based physical activity opportunities will be included on 

website and newsletters. 

 

 

Date Adopted:    6/12/06 

Date Amended:     5/27/08; 4/28/10; 3/26/12; 6/23/14; 11/9/15; 5/22/17 

Date Reviewed:   

 

 
Back to Table of Contents 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

The above Policy Statement is an integral part of the Official Policy Manual of this Board of Education as of the date shown adopted. 

 

  Page 3 of 3 



 

 

FILE F - FACILITIES PLANNING AND DEVELOPMENT 

 

TABLE OF CONTENTS 

 

FB Facilities Planning 

 

 

 FCB Closing Schools 

 

 

 FEA Educational Specifications for Construction 

  FEIA     Playgrounds 

 

 

FJA Asbestos 

 

 

 

 

 

Back to Main Menu 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

File: FB 

 

A POLICY STATEMENTOF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047   

  

FACILITIES PLANNING 
 

County Boards of Education in West Virginia have the responsibility to provide and maintain a sufficient number of 
suitable school facilities to meet the educational needs of the county.  
 
Through the leadership of its administrative staff, the Hancock County Board of Education seeks to identify school 
facility needs and determine ways and means of providing the required facilities.  Meeting this need necessitates the 
cooperation and assistance of professional educators, administrators, architects, and the public.  However, in the final 
analysis it is the responsibility of the Board of Education to adopt a program to meet local school facility needs.  In all 
instances, the Board and the administrative staff will seek guidance from and comply with the provisions of SBP 6200 – 
Handbook on Planning School Facilities. 

 

Comprehensive Educational Facilities Plan 
 
The Hancock County Board of Education shall develop a ten-year Comprehensive Educational Facilities Plan (CEFP) 
that addresses the requirements for new construction and major renovations, where applicable, as described in SBP 6200.  
The CEFP not only encompasses new construction and renovations but also is used in school closures, consolidation and 
reconfigurations, as well as in developing levies and bond calls.  All aspects of this plan are to be reviewed and verified 
for accuracy by the Board.   

 
The CEFP shall be submitted to the West Virginia Department of Education (WVDE) and the School Building Authority 
of West Virginia (SBA) in the format described in SBP 6200.  This plan is to be updated annually only in the event 
changes are required, and rewritten every 10 years thereafter beginning with the plan submitted in 1990.  Approval of the 
county CEFP must be granted by the West Virginia Board of Education (WVBE) and the SBA.  Subsequent substantial 
compliance with all laws and policies will be required when the CEFP contains closures and/or consolidations, regardless 
of the funding source.  Approval must also be granted by the SBA prior to funding any project through the SBA and prior 
to utilization of federal funds for school improvement (WVC §18-9D-15).   

 
The CEFP must include all projects that alter the instructional square footage of the facility or exceed $50,000 regardless 
of the funding source.  Routine maintenance projects are not to be included in the CEFP unless state funding will be 
requested or utilized to implement them or if such projects are a part of the Major Improvement Plan (MIP).  Required 
amendments to the plan and/or the plan budget must be submitted to the WVDE and the SBA for approval prior to the 
initiation of any construction or renovation project and such projects must meet all regulatory requirements and be 
described in an executive summary that outlines the specifics of the plan which will be submitted to the WVDE and SBA. 
 
Required Process for Developing a Ten-Year CEFP 

1. Establish a CEFP planning team and committees representative of citizens and staff from the high school 

attendance area; 

2. Develop countywide goals and objectives and the evaluate  the previous ten-year plan; 

3. Research and compile data indicated in key elements of the program; 

4. Translate educational needs into facility needs; 

5. Develop a financial plan to implement the facility improvements; 

6. Conduct public hearings and develop a synopsis of public comments; 

7. Develop an objective methodology for evaluating the effectiveness of the plan.  This evaluation is to occur 

during the eighth year of the ten-year planning period; 
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8. Meet with  officials of the SBA and WVDE to assure that the plan meets their mission and goals; 

9. Submit the proposed CEFP to the Hancock County Board of Education for approval; and 

10. Submit the CEFP to the WVBE and SBA for electronic approval as prescribed by the WVDE, WVBE and 

the SBA.  One hard copy shall be submitted to the SBA and one hard copy shall be submitted to the WVDE. 
 

Should the plan be altered prior to the ten-year anniversary date, the amended document shall be submitted to the 

WVBOE and SBA for approval. 

 

The CEFP must include the following components: 

1. Goals and objectives; 

2. The community analysis; 

3. Population and enrollment study; 

4. The educational plan; 

5. Evaluation and inventory of existing facilities for compliance with state requirements; 

6. Major improvement plan for existing facilities; 

7. Inter-county facility feasibility study; 

8. Translating educational needs into facility needs; 

9. Financing plan including a prioritized list of all projects within the county and their estimated costs; 

10. Synopsis of comments from the public hearing(s); and 

11. Objective evaluation of the plan’s implementation. 
 

In order to fairly compete within the region and state for scarce construction and remodeling funds, it is imperative that 
the comprehensive plans accurately reflect contemporary conditions and needs.  
 
 
Date Adopted:   11/14/16 
Date Amended: 
Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

CLOSING SCHOOLS 

Rules and Regulations for County Boards of Education to Follow Regarding School Closings or Consolidations 

Section 13a of Article 5, Chapter 18, of the Code of West Virginia provides that: 

"...the state board shall promulgate rules and regulations which shall prescribe in detail the type of supporting data a 

county board of education shall include as part of its written statement of reasons required by this section for school 

closing or consolidation, and which shall include any data required by the state board of education to amend a county's 

comprehensive educational facilities plan." 

Pursuant to this statute, all county boards of education must prepare and reduce to writing reasons and supporting data 

concerning proposed school closings or consolidations. This data must include the following: 

Enrollment 

Population changes including in-migration, out-migration and overall trends in population growth or decline in the 

county, the attendance area of the school targeted for closure or consolidation, and the school or schools which will 

receive the students affected. 

Population characteristics such as birth rates and age composition (including the number of pre-school and school-age 

children). 

Maps showing growth or shifts in distribution of population within the county. 

Projections of enrollment by grade and attendance area for the next ten years. 

An explanation of the projection method utilized. 

Facilities 

A map showing existing educational facilities by size and type and their corresponding attendance zones. The map should 

include the schools targeted for closure or consolidation and the school or schools that will receive the students. 

A physical appraisal of the school targeted for closure or consolidation and the school or schools which will receive the 

students. This appraisal should include age number of buildings, general condition, adequacy related to structural, 

electrical and mechanical systems and capacity to provide a safe and healthful environment. 

An evaluation of the school targeted for closure or consolidation and the school or schools which will receive the 

students in regard to their adaptability to the present and proposed educational programs and the provision of related 

services. 

A measure of the utilization of the school targeted for consolidation or closure and the school or schools which will 

receive the students in regard to the following: 

 What is the operating capacity of each facility?  

 Is there under-utilization or overcrowding? 

 What will be the effect of this proposed school closure or consolidation be on the above? 
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A comparison of the accessibility (barrier-free environment) for the handicapped of the school targeted for closure or 

consolidation and the school or schools which will receive the students. 

An elaboration of the effect the proposed school closing or consolidation will have on the school system's future plans 

regarding grade organization, educational programs, and facility requirements. 

Finance 

The cost of maintaining the school system if the proposed school closure or consolidation is not implemented. 

An itemization of the anticipated cost or savings the county will experience in all areas as a result of the proposed school 

closure or consolidation. 

The cost of any proposed renovation or addition resulting from the proposed school closure or consolidation. 

Personnel 

An analysis of the effect the proposed school closure or consolidation will have on professional and service personnel. 

Transportation 

An analysis of the effect the proposed school closure or consolidation will have on the county pupil transportation 

system. 

Educational Program 

Complete a projected educational program improvement analysis which includes a detailed review of policies: 

 2510 - Assuring the Quality of Education: Regulations for General, Vocational and Special Educational    

Programs 

 The Criteria of Excellence 

 Handbook on Planning School Facilities 

Handbook on Planning School Facilities 

Pursuant to West Virginia Code 18-5-13 and 18-5-13a, county boards of education must do the following by the first 

Monday in April: 

Counties shall hold a public hearing, notice of which shall be advertised by publication in a newspaper in general 

circulation in the locality of the affected school at least once per week for four successive weeks prior to the date of 

hearing. (Affected school has been defined as schools receiving as well as losing students or closing) The notice shall 

contain: 

 Time and place of hearing 

 Proposed action of the board of education 

All counties must have the written reasons and supporting data regarding the proposed school closings or consolidations 

in the office of the county superintendent during the four consecutive weeks prior to the public hearing. 

A copy of the notice of public hearing must also be posted in the school targeted for closure, consolidation or school 

affected with receiving or losing students in conspicuous working places for all professional and service personnel to 

observe and shall remain posted for four successive weeks. 

At least a quorum of the school board members and the county superintendent from a county wherein the affected school  
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is located shall attend and be present at the public hearing. 

During the public hearing, members of the public shall have the right to be present and to submit statements and 

testimony in their behalf and to question county school officials. 

After the above have been completed, county boards of education must take a formal vote on the school closure or 

consolidation issue. 

Once the statutory provisions have been complied with and prior to implementation of any school closure or 

consolidation, the county's Comprehensive Educational Facilities Plan must be amended. The county must file this 

amendment with the State Board of Education for its approval, and this amendment must: 

 Be signed by the superintendent and give the date the action was taken by the local board. 

 Contain assurances that applicable sections of the West Virginia Code (18-5-13), (3), (4) and (5) have 

been addressed. 

 Contain justification for the proposed consolidation or school closing. This justification must be 

supported by supplemental data and pertinent information in the following areas: enrollment, facilities, 

finance, personnel, transportation and educational programs as described above. 

 Contain documentation of all hearings, motions, etc., concerning the proposed school closings or 

consolidations. 

The West Virginia Board of Education will not overrule a county board of education on a school closing or consolidation 

matter, unless the proposal does not comply with the educational and facility standards established by the state board or 

the county board has not complied with procedural requirements of 18-5-13, 18-5-13a and state board policy. 

 

Date Adopted: 

Date Amended:  8/27/01; 11/14/16 

Date Reviewed:  10/23/95 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047   

 

EDUCATIONAL SPECIFICATIONS FOR CONSTRUCTION 
 

The educational specifications document is a vehicle of communication between the educator and the architect.  The 

educator identifies the educational objectives and suggests general facility needs; the architect bases his/her facility 

design on this information.  Copies of educational specifications for any new facility shall be submitted to the WVDE 

and the SBA for review with the schematic design submission.  The SBA educational specification guidelines and the 

SBP 6200 and 2510 must be used for all projects regardless of funding sources. 

 

The Superintendent and other school administrative personnel shall take the lead in developing these specifications and 

the Superintendent shall appoint a committee to assist with the task.  The committee shall be small and the members 

should be selected on the basis of their ability to contribute to this important work.   

1. A representative of the SBA will be appointed to the committee if SBA funds are utilized in the project.   

2. The committee chairperson shall be the principal of the proposed facility.  

3. Members of the teaching and service staffs who will be involved in the use of the facility will be appointed to 

the committee. 

4. Parent and citizens of the community shall be represented. 

5. Outside consultants may be utilized as deemed appropriate by the Superintendent. 
 

Educational specifications should describe the learning activities that will be housed in the proposed facility; the number, 

grouping and nature of the people involved; the interrelationships of instructional programs with each other and with non-

instructional activities; the major items of furniture and equipment to be used; and any special environmental provisions 

which would improve the learning environment and promote staff efficiency.  The committee identifies the educational 

objectives and suggests general facility needs; the architect bases his/her facility design on this information.   

 

 

Date Adopted:  11/14/16  

Date Amended: 

Date Reviewed:  
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047   

 

PLAYGROUNDS 

 
The Hancock County Board of Education recognizes the benefits of recreational play in the physical development of 

young people. In addition, recreational play is one process by which children learn.  The playground should be an area 

where children are able to play in a healthy, stimulating, hazard-free environment.  The environment should 

accommodate all children in an unbiased manner that is fun and safe, without segregating the physically-challenged user. 

 

Further, a well-designed play setting influences the type and quality of children's play.  The play environment should 

encourage exploration and provide opportunities to learn, develop and practice newly acquired skills.  The Hancock 

County Board of Education recognizes the importance of fulfilling the requirements of durability, stability, low 

maintenance and above all, safety for playground equipment. 

 

Existing Playground Equipment 

 

All master plans shall be approved by the Hancock County Board of Education prior to any playground change or 

renovation.   

 

Guidelines for Equipment 

 

Any group purchasing and/or constructing equipment to be used by children must provide equipment which is certified to 

be safely engineered.  Playground equipment must be located in accordance with the playground master plan. 

 

Installation of Equipment 

1. All new equipment shall be installed according to the manufacturer's specifications and instructions.  In lieu 

of manufacturer's specifications, installation will be performed using the Consumer Product Safety 

Commission Handbook for Public Playground Safety Volume II: Technical Guidelines. 

 

2. Each step of the installation shall be inspected and approved by the Director of Facilities before the next 

phase of construction. 

3. New equipment shall not be used until official notice of approval and acceptance of such equipment is issued 

by the Hancock County Board of Education.  Equipment failing to receive Hancock County Board of 

Education approval shall be removed. 

4. All equipment approved by the Hancock County Board of Education becomes the responsibility of said 

Board.  Upon acceptance of equipment, Hancock County Board of Education becomes the sole owner of said 

equipment. 

 

Evaluation and Maintenance of Equipment 

 

Each piece of playground equipment shall have a written evaluation performed by the principal or the teacher in charge 

of playground duty at least once per month during the school year.  The maintenance department shall perform two 

written evaluations for each piece of equipment during the calendar year.  Copies of all evaluations are to be housed in 

the principal's office.  A copy of the evaluation for failing equipment shall be forwarded to the Superintendent. 

 

Equipment failing an evaluation shall not be used until the appropriate repairs have been performed.  Any piece of  
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equipment continuously or repeatedly failing to pass the evaluations shall be considered for removal.  The principal shall 

be responsible for issuing all work orders for playground repair and/or notifications of equipment removal.  Maintenance  

of equipment shall be performed under the supervision of the principal.   

 

 

Date Adopted: 1/23/17    

Date Amended: 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047   

 

ASBESTOS 

 
The Hancock County Board of Education abides by the asbestos protocols of WV State Board of Education Policy 6200, 

by identifying asbestos and all other hazardous materials, and planning for the management and/or remediation thereof. 

An Asbestos Management Plan (AMP) has been developed and is maintained for all school buildings. The Asbestos 

Hazard Emergency Response Act (AHERA) was passed by Congress in 1986 and requires counties to inspect their 

schools for asbestos-containing building materials every three years and to prepare for the reduction of asbestos hazards.  

 

As part of the planning to protect students, staff and visitors from the hazards of asbestos exposure, the following shall 

take place: 

 

1. Provide proper training for the designated employee responsible for verifying that the asbestos plan is being 

implemented; this is the Director of Facilities and Maintenance; 

2. Provide yearly notification to parents, teachers, and employee organizations regarding the availability of the school 

district’s asbestos management plan and any asbestos abatement actions taken or planned for in schools; 

3. Provide Custodians with asbestos-awareness training on a yearly basis; and 

4. Provide yearly notification to all employees reminding them that no employee other than those in the Maintenance 

Department is permitted to cause a hole or disturbance in any wall, floor or other structural item without the 

expressed consent of the Director of Facilities and Maintenance. In addition, a room may not be repurposed without 

the consent of the Director of Facilities and Maintenance.  

 

The Hancock County Board of Education will adhere to all guidelines as established by the West Virginia Department of 

Health and the United States Environmental Protection Agency concerning the identification of all substances containing 

asbestos within the school system. 

 
Date Adopted:  6/12/17 

Date Amended: 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

OPEN HIRING/EQUAL EMPLOYMENT OPPORTUNITY and AFFIRMATIVE ACTION 

 
As required by State and Federal laws, the Hancock County Board of Education supports Equal Opportunity for all 

students and/or employees as being essential to education in the public schools of Hancock County. 

 

Congress, in enacting the Civil Rights Acts of 1964 and the Education Amendments of 1972, determined that, “No person 

in the United States shall, on the basis of race, age, sex, color, creed, religious sect or disability, be excluded from 

participation in, be denied the benefits of, or be subjected to discrimination under any educational program or activity 

receiving Federal Financial Assistance.”  

 

Hancock County Schools follows the county, state and federal procedures for compliance with nondiscrimination 

legislation.  A system for nondiscrimination is practiced within the Hancock County School System’s educational 

programs and activities, recruitment, notification and hiring practices. 

 

Discrimination is defined as making a difference in treatment or favor on a basis other than individual merit or on the 

basis of race, age, sex, color, creed, religious sect, or disability. 

 

Hancock County Schools, inclusive of employees and students, shall not discriminate in educational programs or 

activities, employee practices, hiring or recruitment. 

 

Hancock County Schools implements continuing steps to notify students and others that discrimination is a violation of 

statute, regulation and policy. 

 

Hancock County Schools is in compliance with Title IX of the Education Amendment of 1972, Section 504 of the 

Rehabilitation Act of 1973, and State and Federal Laws and Regulations governing students and employees in their 

policies and procedures. 

 

Any student, employee or job applicant believing they have been discriminated against because of race, color, creed, 

national origin, sex, or disability may make a complaint through the office of the Title IX Coordinator or Section 504 

Coordinator of Hancock County Schools.  Complaints can be made at each school as well as at the Board of Education 

office. 

 
Complaints will be taken, investigated, and if applicable, action will be taken to remedy the behavior as designated by 

statute, regulation and policy. 

 

 
Date Adopted:  7/01/85 

Date Amended:  4/14/08; 11/14/16 

Date Reviewed:  11/13/95; 12/11/00; 5/13/13 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 
 

EMPLOYMENT APPLICATIONS 
 

Hancock County Schools is a public entity supported by tax payers to provide education to children residing in Hancock 

County.  As representatives of the public, the Hancock County Board of Education believes that it is their responsibility 

to employ the highest quality applicants available, on a non-discriminatory basis, within the employment requirement 

outlined in West Virginia State Law.  To meet these obligations, the Hancock County Board of Education establishes the 

following guidelines: 
 

Posting Requirements 
 

 Full-time and half-time newly created positions and vacant existing positions will be posted for a minimum of 

five (5) working days.  Working days are days that the Hancock County Board of Education Office is open for 

official business. The jobs will be posted in conspicuous work places throughout the county (i.e., every school 

and every building.) The posting shall include the job description, the period of employment, the amount of pay 

and any benefits and other information that is helpful to the employees to understand the particulars of the job.  

Because laws in West Virginia require that service personnel positions be filled by seniority, it is likely that most 

of the full-time and half-time positions will be filled through the bidding process by individuals already employed 

as a full-time, half-time, or substitute employees.  

 

 Substitute positions will generally be filled by new employees.  In order to give public notification for available 

substitute positions, and to obtain the largest pool of qualified applicants jobs will be advertised on the Hancock 

County Schools jobs line and posted on the Hancock County Schools website at www.hancock-k12.wvnet.edu. 

To be considered for a substitute position, the applicant must apply during the timelines established for the 

posting.  The need for substitute positions shall be calculated and filled annually before or shortly after the new 

school year begins.   

 

 The Board of Education does not employ substitutes for all service personnel positions.  In situations where there 

is a need to fill a vacant position, and no substitutes are already employed, the vacancy will be advertised on the 

Hancock County Schools jobs line and posted on the Hancock County Schools website at www.hancock-

k12.wvnet.edu.. 

 

 The timelines for a position will not be changed after the position has been posted unless the Central Office has 

been closed due to an emergency or there has been an error in the posting or posting process.  Postings will not be 

extended due to inclement weather or school closings unless the Board of Education Office was also closed.  In 

the event that the posting deadline expires and there are no qualified applicants, the position shall be posted again 

following the procedures outlined in this policy. 

 
Application/Bidding Process for Non-employees  

  

 Employment applications will only be accepted as part of the bidding process during the timelines for a posting.  

No applications or resumes will be accepted or retained that do not coincide with the timelines of a specific 

posting.  Individual must apply for each job posted in order to be considered.   

 

 Individuals desiring employment with Hancock County Schools must complete a Hancock County Schools’ 

Employment Application and a Hancock County Schools’ Bid Form, provide an updated resume with copies of 

any certifications, diplomas, etc. that are to be considered, and deliver or forward all of these to the Hancock 
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County Board of Education Office within the timelines of the posting.  These items will be referred to as an 

Application Package.  This process must be followed for each job posted.  Because of the bidding requirements 

in West Virginia State Law, applications and Bid Forms are not kept on file for future positions. 

 

 The Application Package can be submitted to the Board of Education Office by hand delivery during established 

business hours, by US Mail, by a courier such as UPS, Fed Ex, etc., or electronically.  However the method of 

delivery, the Application Package must be received by 4:00 pm on the final day of the posting.  Application 

Packages will not be considered beyond this time or date.  All applications will be date and timed stamped upon 

receipt.  For Application Packages forwarded electronically, the time stamp will be the date and time the 

Application Package was officially received by the Board of Education Office and not the time the Application 

Package was sent by the applicant.    

 

 The application and bid form will be available on the Hancock County Schools’ official website at 

www.hancock-k12.wvnet.edu.  Applicants may print the forms and forward to the Hancock County Board of 

Education or forward completed forms electronically.  Applications submitted electronically must also include a 

resume and certificates, diplomas, etc as attachments to the Application Package.  Incomplete Application 

Packages will not be considered. 

 

 The Superintendent or person designated to be in charge of personnel will review all applications.  Depending on 

the number of complete Application Packages submitted, either an interview team will interview each applicant 

or a review team will review the Application Packages and sort the applicants by first round to interview, second 

round if needed, etc.  If acceptable applicants are not found in the first round of interviews, then the team will 

schedule interviews with the second round or third round etc.    

 

 The Superintendent or person designated to be in charge of personnel will have the option to conduct an 

interview as a follow-up to the team’s recommendation and use her/his judgment as to which applicants will be 

scheduled to take the State provided and mandated competency test for new service employees (18A-8-8e).   

 

 As required by West Virginia State Law, the competency test for new service employees will be administered 

through the J. D. Rockefeller IV Career Center. The person designated to be in charge of the Career Center will 

have the responsibility to arrange for the administration of the test, scoring, and forwarding the results in a 

pass/fail basis to the Board Office.  Actual test scores will be confidentially maintained at the Career Center and 

will not be considered as part of the screening process.   

 

 References provided by the applicant shall be checked before a recommendation is made to the Board of 

Education.  It will be the responsibility of the applicant to provide a list of at least three references with valid 

telephone numbers and addresses of the reference.  

 

 Applicants shall be informed at the interview that they will be required to submit to a background check at their 

expense and that the results of the background check may preclude them from consideration. 

 

Bidding Process for Employees 

 

 Employees must bid on posted vacancies using the Hancock County Service Personnel Bid Form and deliver or 

forward the Bid Form to the Hancock County Board of Education Office within the timelines of the posting. 

 

 Bid Forms will be available at the Board of Education Office and on the Hancock County Schools website at 

www.hancockschools.org.  The Bid Form can be submitted to the Board of Education Office by hand delivery 

during established business hours, by US Mail, by a courier such as UPS, Fed EX etc., or electronically.  No 

matter the method of delivery, the Bid Form must be received by 4:00pm on the final day of the posting.  Bid 

forms will not be considered after this time and date.  All Bid Forms will be time stamped upon receipt. For Bid 
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Forms that are received electronically, the time stamp will be the date and time the Bid Form was officially 

received by the Board of Education and not the time the Bid Form was sent by the employee.  The use of 

school mail is discouraged because the mail is not always processed daily.  Employees choosing to submit bids 

through the school mail do so at their own risk. 

 

 The Superintendent or person delegated to be in charge of personnel will review all the Bid Forms that meet the 

requirements and timelines of the posting and then recommend the person(s) who meet the requirements of the 

posting within the seniority guidelines of West Virginia 18A-4-8b. 

 

 When no employee already employed in the classification bids on a position, then persons employed in other 

classifications will be considered.  These employees will be required to meet the requirements of the posting and 

depending upon the position, either have the appropriate license or certification (e.g., bus operator, electrician) or 

take and pass the appropriate service personnel test provided for the classification by the State of West Virginia 

(18A-8-8e). 

 

Other Requirements 

 

 This policy shall be published on the Hancock County Schools’ website along with the Hancock County Schools’ 

Employment Application and the Hancock County Schools’ Bid Forms, and made available to persons who seek 

employment applications and bid forms at the Hancock County Board of Education Office. 

 

 Applications and Bid Forms received for each position posted will be kept on file in the Board of Education 

Office for three years and then destroyed.  It will be at the discretion of the Superintendent or person designated 

to be in charge of personnel whether other resumes or applications are retained. 

 

 

Date Adopted:  8/08/77 

Date Amended:  6/09/08; 11/14/16 

Date Reviewed:  7/01/85; 11/13/95; 7/16/03; 5/13/13 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

SENIORITY TIE BREAKER 
 

Hiring of service personnel, employee transfer, and employee reduction in force may require a method to break a tie in 

seniority. 

 

When service personnel are hired and hold the same beginning seniority date, the tie will be broken to determine the most 

senior of those with the same date. The method for breaking the tie will be a random drawing of numbers. The person 

with the lowest social security number will draw first. The employee who draws the highest number becomes the most 

senior of those employees tied in seniority. This tie breaker procedure becomes a part of the employee’s files and the 

outcome remains with them throughout their employment and is used so that no tie in seniority ever exists after the initial 

tie breaker.  

 

During RIF and Transfer Season when employees hold the same seniority date, the tie will be broken by the affected 

employees drawing numbers. The person with the lowest social security number will draw first. The employee who draws 

the highest number becomes the most senior of those employees tied in seniority. This tie breaker is used only for that 

one time that there is a tie in seniority. Each time an additional tie occurs, a new tie breaker will be instituted. At no time 

will a random tie breaker be used to break ties in hiring professional positions other than during RIF and Transfer. 

 

 

Date Adopted:  09/08/14 

Date Amended:  01/09/17 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

STAFF ETHICS/CONFLICT OF INTEREST 

The West Virginia Governmental Ethics Act established a code of conduct to guide public officials and public employees 

and help them avoid conflicts between their personal interests and their public responsibilities.  The Ethics Act tells 

public servants what is expected of them and gives official approval to their conduct if it complies with the standards of 

the Act.  

 

The code of conduct established by the Act applies to all public servants [public employees, elected public officials, and 

appointed public officials] whether full-time or part-time, who serve in the legislative, judicial, and executive branches of 

state, county, and municipal governments and the boards, commissions and the agencies of each of those levels.  
 

The statute concerning pecuniary interest specifically applies to all Board of Education members and employees.  It 

prohibits any board member or board employee from becoming pecuniarily interested, directly or indirectly, in the 

proceeds of any contract or service or in furnishing supplies to the school district.   

 

As interpreted by the State Superintendent of Schools, the statute declares “it is unlawful for board members or 

employees of a board to receive gifts or commissions on band equipment sold to schools or school children, commissions 

on pictures of school children taken by a company, yearbooks, class rings, caps and gowns, diplomas or any other 

equipment or material sold to a school or school children, or promise of benefits directly or indirectly in return for a 

contract, or the awarding of business, or promise of jobs in return for nomination or retention of a public official or 

office.” 

 

Any Board member or Board employee who violates the provisions of this law is guilty of a misdemeanor and, upon 

conviction thereof, shall be fined not less than $50 or more than $500 or confined in jail not more than one year or both.   

 

In addition to the foregoing penalties, any convicted Board member or the Superintendent (who is a public officer) shall 

be removed from office.  Any convicted professional employee shall have his/her certification revoked following due 

process. 

 
Hatch Act (5 U.S.C. 1501-1508) and Intergovernmental Personnel Act of 1970, as amended by Title VI of Civil Service Reform Act (Public Law 95-

454, Section 4728) 

 

 

Date Adopted:   4/10/95 

Date Amended:  11/28/16 

Date Reviewed:  12/11/00 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

DRUG-FREE WORKPLACE 

 
The Hancock County Board of Education endorses and approves the principles embodied in the Federal Drug-Free 

Workplace Act, and its attendant regulations. The Board of Education believes that quality education is not possible in an 

environment affected by drugs. It will seek, therefore, to establish and maintain an educational setting which is not 

tainted by the use or evidence of use of any controlled substance.  

 

It is the policy of the Hancock County Board of Education to ensure that its workplaces are free of illegal drugs, alcohol, 

and controlled substances, and free of persons under the influence of any drug except those prescribed for the individual 

employee and taken as prescribed for the individual employee:  

 

1. By prohibiting the unlawful manufacture, distribution, possession, abuse, or use, without medical authorization, 

of illegal or controlled substances and/or alcohol.  

 

2. By prohibiting the reporting to work or being at work while under the influence of an illegal drug, or controlled 

substance, or alcohol, unless prescribed for the individual employee and taken as prescribed for the individual 

employee.  

 

3. By prohibiting possession of non-medically prescribed paraphernalia or possession of paraphernalia prescribed 

for another.  

 
Employees engaged in any work-related activity at any location, place or work site, which includes performance of 

business at any time, including but not limited to, during regularly scheduled work days, meal breaks, and/or occasions 

having any connection with the Board of Education are covered by this policy.  

 

Possession, use and/or distribution of alcohol, illegal drugs, or a controlled substance, unless prescribed for the individual 

employee and taken as prescribed for the individual employee, will be dealt with promptly in accordance with legal and 

administrative disciplinary procedures.  

 

Employees who violate the provisions of the Drug-Free Workplace Act or Drug-Free School and Communities Act shall 

be subject to disciplinary action consistent with State and Federal law up to and including termination for the first 

offense, and/or may be required to satisfactorily complete a drug rehabilitation or assistance program as a condition of 

continued employment. Rehabilitation will be provided according to the guidelines of the employee’s insurance coverage. 

The Board shall have no duty to pay for or to defray any costs or expenses associated with rehabilitation, but will 

cooperate with any group health insurance carrier or rehabilitation facility. All rehabilitation leave shall be unpaid leave.  

 

If the employee has been given his/her due process rights in accordance with State law and a violation of this policy has 

been determined, the following disciplinary sanctions shall be imposed upon the employee:  

 

1. A formal reprimand shall be placed in the employee’s file;  

 

2. The employee may be suspended with or without pay;  

 

3. As a condition of continued employment, the employee may be required to satisfactorily complete a drug 

rehabilitation or assistance program;  
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4. the Board of Education verification that the employee has passed drug testing for a period up to and not 

exceeding six (6) months;  

 

5. Pursuant to State law the Superintendent may recommend the employee be dismissed from employment where 

circumstances warrant. (Warranted circumstances would include anything that could put children or employees in 

imminent danger).  
 

A knowing and intentional violation of this policy by an employee shall subject such employee to disciplinary action, up 

to and including dismissal, and/or may be required to satisfactorily participate in a drug rehabilitation or assistance 

program. On the grounds of insubordination or neglect of duty, any employee who aids and abets another employee in 

violating this policy shall be liable to disciplinary action, by way of suspension for a period of time as deemed 

appropriate by the board of education. Suspension or dismissal may be effective immediately; however, action shall be 

taken within ten (10) work days of knowledge of the offense. 

 

Each occurrence reported shall be referred to the proper authorities to determine if prosecution is appropriate.  

 

As a condition of employment with the Hancock County Board of Education, employees shall: 

 
1. Abide by the terms of this policy; compliance is mandatory.  

 

2. Notify their supervisor or department head of any criminal drug statute conviction for a violation occurring in the 

workplace, no later than five (5) work days after such conviction; and  

 

3. Sign the "Drug-Free Workplace Verification Statement."        

   
The Hancock County Board of Education will establish an annual Drug-Free Workplace Awareness Program, under the 

direction of the County Superintendent, through staff meetings, workshops, and other appropriate means of 

communication. Employees will be informed about dangers and disadvantages of drug and alcohol abuse in the 

workplace, drug rehabilitation and assistance programs, this drug-free workplace, and about the consequences of 

violating this policy. A copy of this policy shall be provided to all current employees and to each new employee at the 

time of his or her employment. Employee verification is required one time and is a condition for employment. 

 

 
Date Adopted:  11/28/90 

Date Amended:  1/25/93; 5/12/08 

Date Reviewed:  11/13/95; 12/11/00; 11/28/16   
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HANCOCK COUNTY BOARD OF EDUCATION 

DRUG-FREE WORKPLACE VERIFICATION STATEMENT 

 

       

NAME ______________________________ EMPLOYEE ID NUMBER ________________________ 

       

ADDRESS ______________________________________ TELEPHONE ________________________ 

 

 
Date Employed by Hancock County Board of Education ______________________________________________ 

 

I, __________________________________________, certify that I have received a copy of the Hancock County Board 

of Education Drug-Free Workplace Policy. 

 
As an employee of the Hancock County Board of Education, I agree to abide by the Drug-Free Workplace Policy which 

states that the unlawful manufacture, distribution, dispensing, possession or use of a controlled substance and/or alcohol 

is prohibited in the workplace.  Additionally, no employee shall report for work while under the influence of alcohol 

and/or an illegal drug. 

 

The workplace shall be defined as a worksite where work is performed in connection with the employee’s Department of 

Education employment.  The workplace shall include facilities, property, buildings, offices, structures, automobiles, 

trucks, trailers, other vehicles, and parking areas, whether owned or leased by the Hancock County Board of Education or 

entity. 

 

The policy is applicable while employees are engaged in any work-related activity which includes performance of 

Hancock County Board of Education business during regularly scheduled work days, meals breaks, and/or occasions 

having a connection with the job or the Board of Education. 

 

In addition, I understand that under federal law and as a condition of employment, if I am convicted of any violation of a 

criminal drug offense in the workplace, I must report this conviction to my supervisor and the appointing authority within 

five (5) days of the conviction. 

 

 

 

 

      _____________________________________________________ 
      Employee Signature 

 

 

      _____________________________________________________ 
      Date 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

TOBACCO FREE WORKPLACE 
 

The Hancock County Board of Education recognizes that the use of tobacco presents a health hazard which can have 

serious consequences both for the user and the nonuser and is, therefore, of concern to the Board. The Tobacco Control 

policy sets the parameters for establishing a tobacco free environment. The authority for this action may be found in the 

West Virginia Constitution, Article XII, Section 2; WV Code 16-9A-1 through 16-9A-4, and 18-2-5; and West Virginia 

Board of Education Tobacco Control Policy 2422.5. 

Purpose 

For the purpose of this policy, “use of tobacco” shall mean all uses of tobacco, including a cigar, cigarette, ecigarette, 

pipe, vapor, snuff, chewing, or any other matter or substance that contain tobacco. 

The purpose of this policy is to prohibit the use or distribution of tobacco products in school buildings, on school 

grounds, in school-leased or -owned vehicles, and at all school affiliated functions in order to improve the health of West 

Virginia students and school personnel. Students under the age of 18 may not possess any tobacco product at any time. 

The use of tobacco products has a direct link to numerous health problems and this policy is intended to prevent students, 

school personnel and visitors from being exposed to secondhand smoke and prevent youth addiction to tobacco products. 

This policy is intended to promulgate a positive, pro-active approach to tobacco control. In addition, school personnel 

shall act as positive role models for students by not distributing or using tobacco products. 

Application 

This policy shall apply at all times to any building, property or vehicle leased, owned, or operated by the school or county 

board of education. This policy shall apply to any private building, or other property including automobiles or other 

vehicles used for school activities when students or staff are present. 

No person shall distribute or use any tobacco product in any area defined in Section II.A. of this policy at any time. In 

addition, students under the age of 18 may not possess any tobacco product at any time as outlined in WV Code 16-9A-1 

through 16-9A-4. 

Individuals supervising students off school grounds are prohibited from distributing or using any tobacco product while 

in the presence of students or at any time while engaged in any activities directly involving students. 

No school or county board of education, as defined in this policy, or school or county board of education publication may 

be used for advertising of any tobacco product. 

Groups using areas identified in this policy shall sign agreements with the Board of Education agreeing to comply with 

this policy and to inform students, parents, and spectators that this policy remains in force on evenings, weekends, and 

other times that the school is not in session. 

Implementation 

Administration -- The building administrator is responsible for: 

1. Implementing provisions of this policy including education, communication and enforcement penalties; 

2. Providing clear procedures for identification, intervention and referral of students with tobacco-related problems;  

3. Maintaining an environment for students, staff and visitors that presents no physical harm, discomfort, or 

unsanitary condition resulting from tobacco product use. 
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Communication -- This policy must be communicated to students, school, staff, parents or families, visitors, and the 

community at large through, at a minimum, the following mechanisms: 

1. Staff development; 

2. Employee and student handbooks; 

3. Parent/guardian notification; and 

4. General public notification (e.g., sign, announcements). 

Prevention Education -- The Hancock County Board of Education will implement the K-12 tobacco prevention education 

as outlined in the following: 

1. State Board of Education Policy 2520, Health Education; and 

2. Safe and Drug-Free Schools’ guidelines. 

Cessation Support Education  

 The Hancock County Board of Education will, upon request, provide information as to the availability of voluntary 

cessation education and support programs which address the physical, psychological and social issues associated with 

nicotine addiction and provide on-going support and reinforcement necessary for desired behavior change to students in 

grades 7-12 and staff on a regular basis. 

Enforcement 

Penalties -- penalties of this policy are in accordance with other policies of the Hancock County Board of Education and 

may include, but are not limited to: 

1. For students -- counseling, school or community service, parent or guardian notification, referral to a tobacco 

education program, in-school or outside-school environment suspension, police notification, and/or prosecution; 

2. For staff -- conference with supervisor and disciplinary action consistent with the Hancock County Board of 

Education personnel policy and/or providing information as to availability of voluntary cessation education and 

support programs; 

3. For public -- request to stop use and refer to policy, request to leave premises, police notification and possible 

fine. 

Alignment  

1. Enforcement penalties are aligned with: 

2. State Board of Education Policy 4373, Student Code of Conduct; 

3. State Board of Education Policy 5310, Personnel Staff Evaluation: 

4. Professional Responsibilities and Performance Standards; 

5. State Board of Education Policy 1461, Drug Free Workplace; 

6. WV Code 16-9A-1 through 16-9A-4, Tobacco Usage Restrictions and 

7. West Virginia Board of Education Tobacco Control Policy 2422.5. 

 

Date Adopted:  12/16/91; Effective 1/01/92 

Date Amended:  5/24/99; 11/28/16 

Date Reviewed:  12/11/00; 6/09/08 Back to Table of Contents 

The above Policy Statement is an integral part of the Official Policy Manual of this Board of Education as of the date shown adopted. 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

SOCIAL MEDIA 
 

The Hancock County Board of Education expects the highest standard of ethical conduct from every employee and 

strives to protect the best interests of all students and employees in the Hancock County School System.  Good judgment 

must be applied in all decision making that pertains to the Hancock County School System whether on the job location or 

off the job location.   

 

Any communication that is perceived as threatening, intimidating, discriminating, harassing, degrading, not truthful, or 

shows hostility or aversion toward a student or another employee through any type of internet-based application that 

allows for the creation and exchange of user-generated content may be subject to disciplinary action up to and including 

termination.  

 

Because Social Media is constantly evolving and changing, this policy cannot address every instance of inappropriate 

Social Media use. 

 

Employees cannot use employer-owned equipment, including computers, agency-licensed software or other electronic 

equipment, nor facilities or agency time, to conduct personal blogging or social networking activities. 

 

The superintendent or his/her designee has the right to access information stored in any user directory, on the computer 

hard drive, school issued disks/flash memory, or in electronic mail. Users are advised not to place confidential documents 

in their user directory or attempt to access folders that are not their own.  

 

It is imperative that all employees of the Hancock County School System do not disclose confidential or propriety 

information pertaining to the Hancock County School System’s students or employees.  Publishing any confidential or 

propriety information may be subject to disciplinary action up to and including termination. 

 

Employees are required to sign a written acknowledgement that they have received, read, understood and agreed to 

comply with this policy. 

 

 

Date Adopted  7/27/15 

Date Amended:  11/28/16 

Date Reviewed:   
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

SPECIALIZED TRAINING TO PREVENT/REDUCE VIOLENT STUDENT BEHAVIOR 

 
The Hancock County Board of Education shall annually make available to all employees providing services to children 

who have displayed violent behavior or who have demonstrated the potential for violent behavior or providing services to 

children diagnosed as autistic or with autism spectrum disorder, 12 hours of training during normal working hours. Those 

employees to whom the training is to be offered include, but is not limited to, bus operators of special education buses, 

transportation aides on special education buses, special education teacher aides, special education teachers, and 

principals. 

 

Employees shall be notified in writing of the location, date, and time when training will be offered. 

 

 

Date Adopted:  1/09/17 

Date Amended: 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE   HANCOCK   COUNTY   BOARD   OF   EDUCATION 

New Cumberland, West Virginia 26047 

WORKERS COMPENSATION  

Reporting Accidents 

The Board of Education directs that all reasonable efforts be made to insure a safe learning and working environment for 

the students and employees of this County. To that end, and so that legitimate employee claims for worker's 

compensation be expedited, the Board requires that accidents be reported and evaluated. Any accident that results in an 

injury, however slight, to an employee of the Board must be reported promptly and in writing to the Board Office. Injured 

persons shall be referred immediately to appropriate personnel or agency for such medical attention as may be 

appropriate. 

Procedures for Reporting a Work Related Injury 

 

1. An employee who is injured must immediately report the injury or illness to a supervisor or an appropriate person 

in management. The supervisor or designee should immediately contact the Assistant Superintendent's Office by 

phone to inform them that an employee has been injured on the job. 

 

2. The supervisor or designee must give the injured employee Form HC1 Employee’s Description of Event which 

must be completed and sent to the Assistant Superintendent’s office or faxed (preferred) within 24 hours to 304-

564-9034.  Should the injury occur in the evening or on a weekend, the employee must notify their supervisor and 

submit the paperwork on the next workday.  

 

3. If an employee seeks medical attention from a doctor/hospital they must inform the initial medical care provider 

that this is a workers compensation claim.  Form OIC-WC-1 Employee and Physicians Report of Occupational 

Injury or Disease form should be completed by the employee and initial medical care provider.  The initial 

medical care provider is responsible for submitting the claim to the current insurance provider. 

 

4. Employees are to notify their immediate supervisor of any restrictions or time off required by their physician or by 

the hospital immediately.  If medical treatment occurs in the evening or at night, then the employee should report 

such information on the next work day.  This will enable all parties to be kept abreast of the employee’s condition.  

The employee is to obtain a doctor slip indicating anytime off and submit the slip to the Office of the Assistant 

Superintendent which will, in turn, be submitted to the insurance provider. 

 

5. If you are injured on the job and do not seek immediate medical attention, but later decide medical attention is 

needed, you are to contact the Assistant Superintendent’s office and inform them that you are now seeking 

medical attention for the work-related injury that you sustained. 

 

6. Accident Reporting and Investigation – All accidents shall be investigated and reviewed for corrective action by 

the Central Office.  The Superintendent and Board of Education will be presented a summary of accidents on a 

semi-annual basis.  

 

7. The immediate supervisor may choose to take the following action to discipline an employee, who willfully 

committed an unsafe act: 
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 Verbal Warning 

 Written Warning 

 Recommend to the Superintendent, a suspension without pay 

 Recommend to the Superintendent, termination of the employee.  

 Any action taken will depend on the severity of the unsafe act! 

 

Date Adopted:   11/23/09 

Date Amended:   11/28/16 

Date Reviewed:   05/11/15 
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A POLICY STATEMENT OF 

 

THE   HANCOCK   COUNTY   BOARD   OF   EDUCATION 

New Cumberland, West Virginia 26047 

 

STAFF PARTICIPATION IN POLITICAL ACTIVITIES 

 

The Hancock County Board of Education recognizes and encourages the right of its employees and students, as citizens, 

to engage in political activity. However, school property and school time, paid for by all the people, may not be used for 

political purposes. All Political activity on school property may run afoul of the Governmental Ethics Act by using public 

office or employment for the private gain of oneself or another, and may create divisiveness that interferes with student 

instruction. Therefore, school employees must abide by the following: 

 

1. Campaign signs are not permitted on school property or on public property immediately adjacent to a school if 

such placement gives a false impression that the signs are actually on school property. 

2. Campaign advertising space on athletic field fences is prohibited. 

3. Collection of campaign funds and/or the solicitation for campaign workers is prohibited on school property. 

4. School facilities shall not be rented to host political rallies.  

5. The use of school time, equipment, supplies or facilities for any political campaign, including levies and bonds, 

is prohibited. 

6. Using county owned devices to email and/or listserv to disseminate political messages on behalf of a candidate or 

for petition requests is prohibited. 

7. Public meetings with candidates shall not be conducted on school property. 

8. Passing out leaflets or other campaign material is prohibited 

9. The discussion of a particular campaign is not permitted unless the election is part of the curriculum. 

 

The following situations are exempt from the provisions of this policy: 

 

1. The discussion and study of politics and political issues, when such discussion and study are appropriate to 

classroom studies such as history, current events, and political science. 

2. The conduct of student elections and campaigning connected therewith. 

3. The conduct of employee representative elections. 

 

In addition, school employees who are federally employed (The Hatch Act) may not: 

 

1. Wear political buttons while working, 

2. Be candidates for public office in partisan elections, 

3. Engage in political activity while using a government vehicle, nor 

4. Engage in political activity in any government office. 

 

Date Adopted:  1/09/17 

Date Amended: 

Date Reviewed:      Back to Table of Contents 
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A POLICY STATEMENT OF 

 

THE   HANCOCK   COUNTY   BOARD   OF   EDUCATION 

New Cumberland, West Virginia 26047 

 

PERSONNEL RECORDS and FILES 

 

West Virginia Codes §21-1B-1 thru §21B-1B-5 require the Hancock County Board of Education to maintain records of 

all employees, together with proof of their legal status or authorization to work in the school system. All records dealing 

with and relating to personnel shall be kept at the Hancock County Board of Education Office.  All personnel records of 

employees shall be open for inspection by the respective employee.  

 

Professional Personnel Files 

 

Each certificated employee is responsible for providing the following items in the offices of the Hancock County 

Schools: 
 

1. Valid Teaching Certificate; 

2. Current Transcript of College Credits;  

3. Birth Certificate;  

4. Social Security Number; 

5. Copy of Drivers’ License; 

6. A signed copy of his/her teaching contract; 

7. Teaching experience from other counties and states; 

8. Accumulated sick leave from another county in West Virginia; 

9. X-ray report or tuberculin test, as required; 

10. Membership Enrollment Form-State Teachers’ Retirement System; 

11. Employee’s Withholding Allowance Form Certificate; and  

12. Such other forms as are required by federal, state, or local regulations (e.g., Drug Free Workplace Signature 

page, Employees’ Code of Conduct) 

In addition, will be found: 

1. Copies of employee evaluation;  

2. Information and/or documentation related to job performance; and   

3. Other records and/or information deemed to be of a personal or sensitive nature.  

 

Service Personnel Files 

 

1. Valid Certificates, if applicable (e.g., ECCAT); 

2. Transcript of College Credits, if applicable; 

3. Birth certificate; 

4. Social Security Number  

5. Drivers’ License 
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6. Signed copy of Employment Contract; 

7. X-ray or tuberculin test report, as required; 

8. Evidence of a medical examination pronouncing the employee physically and/or mentally fit to perform all 

assigned duties, as required; 

9. Membership Enrollment Form-State Retirement System; 

10. Employees’ Withholding Allowance Certificate; 

11. Such other forms as may be required by federal, state, and local regulations (e.g., Drug Free Workplace 

Signature page, Employees’ Code of Conduct) 

In addition, will be found: 

1. Copies of employee evaluation;  

2. Information and/or documentation related to job performance; and  

3. Other records and/or information deemed to be of a personal or sensitive nature.  

 

Except in emergencies, no employee shall begin his/her employment term until all the above required materials are on 

file.  

 

 

Date Adopted:  11/28/16 

Date Amended:   

Date Reviewed: 
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A POLICY STATMENTOF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

CONFIDENTIAL INFORMATION AND DISCLOSURE OF INFORMATION 
 

School personnel records are maintained at the Board of Education offices. The information contained therein, employee 

qualifications, and other matters of a personal nature, is considered to be confidential information. As such, it shall be 

kept in a locked file. This file shall be open to only the Superintendent and his/her secretary, the Assistant Superintendent 

and his/her secretary, the employee and those administrators who, because of the nature of their duties, have qualified 

privileges to the contents.  

 

With the exception of the Superintendent and the staff in the Personnel Office, personnel cited above who are authorized 

to examine personnel files shall record their name and the date of entry into the file on a File Review Form which is 

available in the Personnel Office. The File Review Form will become a permanent record within the employee’s file.  

 

Upon written request employees may secure copies of any part or their entire file and be charged only the actual cost of 

making the copies.   

 

Upon written request from the employee, his/her name and address may be provided to designated insurance companies 

for the purpose of selling insurance, annuities or other services desired by the employee and approved by the Board.   

 

 

Date Adopted:  11/28/16 

Date Amended: 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

STAFF CONCERNS/COMPLAINTS/GRIEVANCES 

 
The following procedural rules set forth the practice and procedure established by the West Virginia Public Employees 

Grievance Board for carrying out its responsibilities to administer the grievance procedure for education and state 

employees contained in W.Va. Code 6C-2-1, et seq. and 6C-3-1, et seq. The board is responsible for administering the 

grievance procedure and has jurisdiction regarding procedural matters at all levels of the grievance procedure. These 

rules apply to all grievances pending, and those filed after the effective date December 27, 2007. 

Purpose  

The purpose of this article is to provide a procedure for the resolution of employment grievances raised by the public 

employees of the State of West Virginia, except as otherwise excluded in this article. 

Resolving grievances in a fair, efficient, cost-effective and consistent manner will maintain good employee morale, 

enhance employee job performance and better serve the citizens of the State of West Virginia. 

Nothing in this article prohibits the informal disposition of grievances by stipulation or settlement agreed to in writing by 

the parties, nor the exercise of any hearing right provided in chapter eighteen (18) or eighteen-a (18-a) of this code. 

Effective the first day of July, 2007, any reference in this code to the education grievance procedure, the State grievance 

procedure, article twenty-one (21), chapter eighteen (18) of this code or article six-a (6-a), chapter twenty-nine (29) of 

this code, or any subsection thereof, shall be considered to refer to the appropriate grievance procedure pursuant to this 

article. 

Any grievance proceeding which is in process on the effective date of the enactment of this article will be completed as 

expeditiously as possible, and all outstanding orders for hearings must be completed by the first day of July, 2007. Parties 

to grievances for which a hearing has not been held may, by agreement, proceed to either Level II or Level III. 

Definitions 

For the purpose of this policy: 

Board means the West Virginia Public Employees Grievance Board. 

Chief Administrator means, in the appropriate context, the commissioner, chancellor, director, president or head of any 

state department, board, commission, agency, state institution of higher education, commission or council, the state 

superintendent, the county superintendent, the executive director of a regional educational service agency or the director 

of a multi-county vocational center who is vested with the authority to resolve a grievance. A "Chief Administrator" 

includes a designee, with the authority delegated by the chief administrator appointed to handle any aspect of the 

grievance procedure. 

Days means working days exclusive of Saturday, Sunday, official holidays and any day in which the employee’s 

workplace is legally closed under the authority of the chief administrator due to weather or other cause provided for by 

statute, rule, policy or practice. 

Employee means any person hired for permanent employment by an employer for a probationary, full-or part-time 

position. 

1. A substitute education employee is considered an "employee" only on matters related to days worked or when 
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there is a violation, misapplication or misinterpretation of a statute, policy, rule or written agreement relating to 

the substitute.  

2. Employee does not mean a member of the West Virginia State Police employed pursuant to article two (2), 

chapter fifteen (15) of this code, but does include civilian employees hired by the Superintendent of the State 

Police. "Employee" does not mean an employee of a constitutional officer unless s/he is covered under the civil 

service system, an employee of the legislature, or a patient or inmate employed by a state institution. 

Employee organization means an employee advocacy organization with employee members that has filed with the board 

the name, address, chief officer and membership criteria of the organization. 

Employer means a state agency, department, board, commission, college, university, institution, State Board of 

Education, Department of Education, county Board of Education, regional educational service agency or multi-county 

vocational center, or agent thereof, using the services of an employee as defined in this section. 

Grievance means a claim by an employee alleging a violation, a misapplication or a misinterpretation of the statutes, 

policies, rules or written agreements applicable to the employee including: 

1. Any violation, misapplication or misinterpretation regarding compensation, hours, terms and conditions of 

employment, employment status or discrimination, unless the discrimination is related to the actual job 

responsibilities of the employee or agreed to in writing by the employee; 

2. Any discriminatory or otherwise aggrieved application of unwritten policies or practices of his/her employer; 

3. Any specifically identified incident of harassment, including repeated or continual disturbance, irritation or 

annoyance of an employee that is contrary to the demeanor expected by law, policy and profession, or favoritism, 

including unfair treatment of an employee as demonstrated by preferential, exceptional or advantageous 

treatment of another similarly situated employee; or 

4. Any action, policy or practice constituting a substantial detriment to or interference with the effective job 

performance of the employee, or the health and safety of the employee. 

Grievance does not mean any pension matter or other issue relating to public employees insurance in accordance with 

article sixteen (16), chapter five (5) of this code, retirement or any other matter in which the authority to act is not vested 

with the employer. 

Grievant means an employee or group of similarly situated employees filing a grievance. 

Party and Parties mean the grievant, employer and the Director of the Division of Personnel for State government 

employee grievances. The Division of Personnel shall not be a party to grievances involving higher education employees. 

Representative means any employee organization, fellow employee, legal counselor or other person designated by the 

grievant as the grievant’s representative and may not include a supervisor who evaluates the grievant. 

Grievance Procedure Generally 

Time Limits 

1. An employee shall file a grievance within the time limits specified in this article. 

2. The specified time limits may be extended to a date certain by mutual written agreement, and shall be extended 

whenever a grievant is not working because of accident, sickness, death in the immediate family or other cause 

for which the grievant has approved leave from his/her employment. 
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Default  

1. The grievant prevails by default if a required response is not made by the employer within the time limits 

established in this article, unless the employer is prevented from doing so directly as a result of injury, illness or a 

justified delay not caused by negligence or intent to delay the grievance process. 

2. Within ten (10) days of the default, the grievant may file with the chief administrator a written notice of intent to 

proceed directly to the next level or to enforce the default. If the chief administrator objects to the default, then 

the chief administrator may request a hearing before an administrative law judge for the purpose of stating a 

defense to the default, as permitted by subdivision one (1) of this subsection, or showing that the remedy 

requested by the prevailing grievant is contrary to law or contrary to proper and available remedies. In making a 

determination regarding the remedy, the administrative law judge shall determine whether the remedy is proper, 

available and not contrary to law. 

3. If the administrative law judge finds that the employer has a defense to the default as permitted by subdivision (1) 

of this subsection, or that the remedy is contrary to law or not proper or available at law, the administrative law 

judge may deny the default, or modify the remedy to be granted to comply with the law or otherwise make the 

grievant whole. 

Defense and Limitations 

1. Untimeliness. -- Any assertion by the employer that the filing of the grievance at level one (1) was untimely shall 

be asserted by the employer at or before Level II. 

2. Back Pay. -- A one (1)-year statute of limitations applies to the recovery of back pay. In the case of a willful 

violation by the employer in which it can be shown by a preponderance of the evidence that the employer acted in 

bad faith in concealing the facts giving rise to the claim for back pay, an eighteen (18)-month statute of 

limitations applies. Further, a grievant’s right to back pay tolls from the time that the grievant has actual or 

constructive knowledge of his/her right to back pay. 

3. Statutory Defense. -- If the employer intends to assert the application of any statute, policy, rule or written 

agreement as a defense at any level, then a copy of the materials shall be forwarded to the grievant and his/her 

representative. 

Withdrawal and Reinstatement of Grievance 

An employee may withdraw a grievance at any time by filing a written notice of withdrawal with the chief administrator 

or the board. The grievance may not be reinstated by the grievant unless reinstatement is granted by the chief 

administrator or the board. If more than one (1) employee is named as a grievant, the withdrawal of one (1) employee 

does not prejudice the rights of any other employee named in the grievance. 

Consolidation and Groups of Similarly Situated Employees 

1. Grievances may be consolidated at any level by agreement of all parties, or at the discretion of the administrative 

law judge. 

2. Class actions are not permitted. However, a grievance may be filed by one (1) or more employees on behalf of a 

group of similarly situated employees, but any similarly employee shall indicate in writing his/her intent to join 

the group of similarly situated employees. Only one (1) employee filing a grievance on behalf of similarly 

situated employees shall be required to participate in the Level I hearing required in section four (4) of this 

article. 

Intervention 

Upon a timely request, any employee may intervene and become a party to a grievance at any level when the employee 
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demonstrates that the disposition of the action may substantially and adversely affect his/her rights or property and that 

his/her interest is no adequately represented by the existing parties. 

Representation 

An employee may designate a representative who may be present at any step of the procedure as well as at any meeting 

that is held with the employee for the purpose of discussing or considering disciplinary action. 

Reprisal 

No reprisal or retaliation of any kind may be taken by an employer against a grievant or any other participant in the 

grievance procedure by reason of his/her participation. Reprisal or retaliation constitutes a grievance, and any person held 

responsible is subject to disciplinary action for insubordination. Further, any supervisor or administrator responsible for a 

willful act of bad faith toward an employee or who intentionally works an employee out of classification may be subject 

to disciplinary action, including demotion or discharge. 

Forms 

The board shall create the forms for filing grievances, giving notice, taking appeals, making reports and 

recommendations, and all other necessary documents and provide them to the chief administrator to make available to 

any employee upon request. 

Discovery 

The parties are entitled to copies of all material submitted to the chief administrator or the administrative law judge by 

any party. All documents submitted become part of the record. 

Conferences and Hearings 

1. Impartiality--The administrative law judge shall conduct all level three (3) hearings in an impartial manner and 

shall ensure that all parties are accorded procedural and substantive due process. 

2. Closed Conferences and Hearings--All conferences and hearings shall be conducted in private. Hearings may 

be public at Level III at the discretion of the administrative law judge. 

3. Evidence--All parties may present supportive or corroborative evidence and argument with respect to the 

grievance at a conference or hearing. Formal rules of evidence do not apply, but parties are bound by the rules of 

privilege recognized by law, and the rules and procedures established by the Board. 

4. Witnesses--At Level I, the chief administrator may call witnesses and may allow parties to call witnesses during 

a conference or hearing upon request. The parties have the right to call, examine and cross-examine witnesses 

during any hearing. Administrative law judges may issue subpoenas for witnesses, limit witnesses, administer 

oaths and may exercise other powers granted by rule or law. No employee may be compelled to testify against 

himself/herself in a grievance hearing. 

5. Notice-- Reasonable notice of a conference or hearing shall be sent at least five (5) days prior to the hearing to all 

parties and their representatives and shall include the date, time and place of the hearing. If an employer causes a 

conference or hearing to be postponed without adequate notice to employees who are scheduled to appear during 

their normal work day, the employees may not suffer any loss in pay for work time lost. 

6. Location--All proceedings shall be at a convenient place accessible to all parties and the location of the Level III 

hearing shall be set by the administrative law judge. 

7. Date and Time--Conferences and hearings shall be scheduled within the time frames established at a reasonable 

time of day in accommodation to the parties’ work schedules. Disagreements shall be decided by the board or the  
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             administrative law judge. 

8. Record-- Conferences are not required to be recorded, but all evidence submitted and the decision become part 

of the record. All the testimony and evidence at a hearing shall be recorded by mechanical means, and a copy of 

the recording provided to any party upon request. The board is responsible for paying for and promptly providing 

a certified transcript of a hearing to a requesting party or the court for a mandamus or appellate proceeding. 

Grievance Decisions 

1. Prior to a decision, any party may propose findings of fact and conclusions of law. 

2. Decisions rendered at all levels of the grievance procedure shall be dated, in writing, setting forth the decision or 

decisions and the reasons for the decision, and transmitted to the board, the employer and the grievant within the 

time limits prescribed. If the grievant is denied the relief sought, the decision shall include the procedure for the 

next level of appeal for the grievant. 

Preparation Time 

1. The grievance shall be processed during regular working hours with minimal interference with the normal 

operations of the employer and schedule of the employee. 

2. The grievant, witnesses and an employee representative shall be granted reasonable and necessary time off during 

working hours for grievance proceedings without loss of pay and without charge to annual or compensatory leave 

credits. 

3. In addition to actual time spent in grievance conferences and hearings, the grievant and an employee 

representative shall be granted time off during working hours, not to exceed four (4) hours per grievance, for the 

preparation of the grievance without loss of pay and without charge to annual or compensatory leave credits. 

However, the first responsibility of any employee is the work assigned to the employee. An employee may not 

allow grievance preparation and representation activities to seriously affect the overall productivity of the 

employee. 

4. The grievant and an employee representative shall have access to the employer’s equipment for purposes of 

preparing grievance documents subject to the reasonable rules of the employer governing the use of the 

equipment for non-work purposes. 

5. Disagreements regarding preparation time shall be decided by the board or the presiding administrative law 

judge. 

Grievance Files 

1. All grievance forms and reports shall be kept in a file separate from the personnel file of the employee and may 

not become a part of the personnel file, but shall remain confidential except by mutual written agreement of the 

parties. 

2. The grievant may file a written request to have the grievant’s identity removed from any files kept by the 

employer one (1) year following the conclusion of the grievance. 

Number of Grievances 

The number of grievances filed against an employer by an employee is not, per se, an indication of the employer’s or the 

employee’s job performance. 
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Procedures and Rules 

The board shall prescribe rules and procedures in compliance with this article, article three (3) of this chapter and the 

State Administrative Procedures Act under chapter twenty-nine-a (29-a) of this code for all matters relating to the 

grievance procedure. 

Grievance Procedural Levels 

Level I: Chief Administrator 

1. Within fifteen (15) days following the occurrence of the event upon which the grievance is based, or within 

fifteen (15) days of the date upon which the event became known to the employee, or within fifteen (15) days of 

the most recent occurrence of a continuing practice giving rise to a grievance, an employee may file a written 

grievance with the chief administrator stating the nature of the grievance and the relief requested and request 

either a conference or a hearing. The employee shall also file a copy of the grievance with the board. State 

government employees shall further file a copy of the grievance with the Director of the Division of Personnel, 

who may participate at any level in person or by a designee. 

2. The chief administrator shall hold the conference or hearing, as requested by the grievant, within ten (10) days of 

receiving the grievance and issue a written decision within fifteen (15) days of the conference or hearing. 

3. An employee may proceed directly to level three (3) upon the agreement of the employee and the chief 

administrator or when discharged, suspended without pay or demoted or reclassified resulting in a loss of 

compensation or benefits. 

Level II: Alternative Dispute Resolution 

1. Within ten (10) days of receiving an adverse written decision at Level I, the grievant shall file a written request 

for mediation, private mediation or mediation-arbitration with the board if the grievant desires to continue the 

grievance process. 

 Mediation--The board shall schedule the mediation between the parties within twenty (20) days of the 

request. Mediation shall be conducted by an administrative law judge pursuant to standard mediation 

practices and board procedures at no cost to the parties. Parties may be represented and shall have the 

authority to resolve the dispute. Agreements reached through mediation shall be documented in writing 

within fifteen (15) days. Agreements are binding and enforceable in this state by a writ of mandamus. 

 Private Mediation--The parties may agree in writing to retain their choice of a private mediator and share 

the cost. The mediator shall schedule the mediation within twenty (20) days of the written request and 

shall follow standard mediation practices and any applicable board procedures. Parties may be 

represented and shall have the authority to resolve the dispute. Agreements reached through mediation 

shall be documented in writing within fifteen (15) days. Agreements are binding and enforceable in this 

state by a writ of mandamus. 

 Mediation-Arbitration--The parties may agree in writing to participate in mediation-arbitration. The 

board shall schedule the mediation-arbitration between the parties within twenty (20) days of the 

request. Mediation-Arbitration shall be conducted by an administrative law judge pursuant to standard 

mediation and arbitration practices and board procedures, at no cost to the parties. In the event the 

mediation does not result in a resolution, the mediator may become an arbitrator and proceed to decide 

the matter. The parties may be represented and may resolve the dispute. Agreements reached through 

mediation and decisions issued through arbitration are to be documented in writing within fifteen (15) 

days, and are binding and enforceable in this state by a writ of mandamus. 

2. Neutral Evaluation--Within fifteen (15) days of the conclusion of an unsuccessful mediation or mediation- 
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arbitration, the administrative law judge serving as the mediator or mediator-arbitrator may provide a written 

summary to the parties as a neutral evaluator stating the issues presented, and issue a scheduling and discovery 

order that is binding upon the parties in preparation for Level III. 

Level III: Adjudication 

1. Within ten (10) days of receiving a written report stating that alternative dispute resolution at Level II was        

unsuccessful, the grievant may file a written appeal with the employer and the board requesting a hearing and 

adjudication on the grievance. The administrative law judge shall schedule the hearing, and any other 

proceedings or deadlines, within a reasonable time in consultation with the parties. State government employees 

shall also serve a copy of the appeal upon the Director of the Division of Personnel, or his/her designee, who may 

appear at the hearing and submit oral or written evidence upon matters at issue. 

2. Both the employer and the employee shall at all times act in good faith and make every possible effort to resolve 

disputes at the lowest level of the grievance procedure. The administrative law judge may make a determination 

of bad faith and in extreme instances allocate the cost of the hearing to the party found to be acting in bad faith. 

The allocation of costs shall be based on the relative ability of the party to pay the costs. 

3. Within thirty (30) days following the hearing, the administrative law judge shall render a decision in writing to 

all parties setting forth findings of fact and conclusions of law on the issues submitted. 

Enforcement and Appeal 

1. The decision of the administrative law judge is final upon the parties and is enforceable in the Circuit Court of 

Kanawha County. 

2. A party may appeal the decision of the administrative law judge on the grounds that the decision: 

 Is contrary to law or a lawfully adopted rule or written policy of the employer; 

 Exceeds the administrative law judge’s statutory authority; 

 Is the result of fraud or deceit; 

 Is clearly wrong in view of the reliable, probative and substantial evidence on the whole record; or 

 Is arbitrary or capricious or characterized by abuse of discretion or clearly unwarranted exercise of 

discretion. 

3. A party shall file the appeal in the Circuit Court of Kanawha County within thirty (30) days of receipt of the 

administrative law judge’s decision. The decision of the administrative law judge is not automatically stayed 

upon the filing of an appeal, but a stay may be granted by the circuit court upon a separate motion for a stay. 

4. The court shall review the entire record that was before the administrative law judge, and the court may hear oral 

arguments and require written briefs. The court may reverse, vacate or modify the decision of the administrative 

law judge, or may remand the grievance to the administrative law judge or the chief administrator for further 

proceedings. 

Allocation of Expenses and Attorney’s Fees 

1. Any expenses incurred relative to the grievance procedure at Level II, or Level III shall be borne by the party 

incurring the expenses.  

2. In the event a grievant or employer appeals an adverse level three (3) decision to the Circuit Court of Kanawha 
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County, or an adverse Circuit Court decision to the Supreme Court of Appeals of West Virginia, and the grievant 

substantially prevails upon the appeal, the grievant may recover from the employer court costs and reasonable 

attorney’s fees for the appeal to be set by the court. 

Mandamus Proceeding 

Any employer failing to comply with the provisions of this article may be compelled to do so by a mandamus proceeding 

and may be liable to a prevailing party for court costs and reasonable attorney’s fees to be set by the court. 

 

Date Adopted:  11/09/92 

Date Amended:  6/09/08; 11/28/16 

Date Reviewed:  12/11/00 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

PROFESSIONAL and SERVICE STAFF LEAVES and ABSENCES WITHOUT PAY 

 

The Hancock County Board of Education supports West Virginia Code §18A-2-2a and its provision for extended leave 

without pay. Such leave may be requested for periods up to one (1) year. An employee shall not be required, but may use 

accumulated paid leave, prior to taking an extended leave. The Board shall consider employees to be entitled to extended 

leave in accordance with the definitions, criteria and notice procedure set forth in WV Code §18A-2-2a. No policy, 

procedure or action by the Board shall constitute a waiver of the requirements of WV Code §18A-2-2a. 

 

A leave of absence is a suspension of one’s employment contract by mutual agreement between the Hancock County 

Board of Education (upon recommendation of the Superintendent) and the employee. An employee on leave of absence is 

relieved for the duration of the leave of absence of all work duties as an employee of the Board of Education.  For the 

period included in the leave of absence, the employee receives neither salary nor holiday pay, and the employee accrues 

neither vacation nor personal leave days. Seniority, however, will accumulate in accordance with West Virginia law. 

Board of Education action must be taken on all leaves of absence.  

 

Upon written request, the Board of Education may grant a leave of absence to an employee holding tenure status for not 

more than one (1) year and not less than one (1) semester, or the remaining portion thereof. 

 

In accordance with West Virginia Code §18A-2-2a, any employee who is returning from an approved leave of absence 

that extended for a period of less than one year maintains the right to be restored to the same assignment of position or 

duties held prior to the approved leave of absence. Such employee shall retain all seniority, rights and privileges which 

were accrued at the time of the approved leave of absence, and shall have all rights and privileges generally accorded 

employees.  

 

Unpaid Medical Leave  

 

Any employee who is on a medical leave of absence, approved by his/her employer, is entitled to continue his/her 

insurance coverage until s/he returns to his/her employment. The employee and employer shall continue to pay their 

proportionate share of premium costs for the coverage under the West Virginia Public Employees Insurance Agency 

program only for a period of one (1) year, if during the period of the leave of absence, the employee shall, at least once 

each month, submit to the employer the statement of a qualified physician certifying that the employee is unable to return 

to work. If the medical leave of absence extends beyond one (1) year, the employee will be required to pay the full cost of 

coverage for PEIA insurance and insurance coverage provided by the County Board.  

 

Leave Due to Workers’ Compensation 

 

Any employee who is on a medical leave of absence approved by the employer and is receiving temporary total disability 

benefits from Workers’ Compensation is entitled to continue PEIA coverage until s/he returns to work. The employer and 

employee must continue to pay their respective proportional shares of the premium cost for as long as the employee 

receives temporary disability benefits. If an employee, who is not eligible to receive temporary total disability benefits 

under Workers’ Compensation, fails to pay any premium due, the employer may terminate insurance coverage. If an 

employee who is eligible to receive such benefits under Workers’ Compensation fails to pay his/her premium payment, 

the Board shall notify such employee that the Board shall continue to make its share of the premium payment while such 

employee continues to be eligible for temporary total disability benefits but, that the insurance provider may terminate the 

policy coverage for lack of full premium payment.  
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Personal Leave/Military Leave 

 

Any employee may continue insurance coverage while on a personal leave of absence approved by the Board. The 

employee shall be responsible for the premium costs for each month during a personal leave of absence. An employee  

may continue insurance coverage during an approved family leave. An employee who is on an approved military leave of 

absence without pay, due to an active call of duty from the President, is entitled to continue health and life benefit 

coverage for as long as premium payments are made. The employee is responsible for paying their employee share of the 

premium costs for each month during the military leave of absence. 

 

An employee shall not be required to use accumulated annual leave or sick leave prior to taking an extended leave of 

absence. 

 

Willful Absence from Employment and/or Abuse of Paid and/or Unpaid Leave (Dock Days)   

 

The term dock day is not a legal term in WV School Law but is commonly used by employees and employers. A dock 

day is used to mean a work day on which the employee does not report to work and for which the employee has no 

remaining paid leave to cover. Employees may apply for a maximum of up to five dock days without pay, per school year. 

Dock days will not be carried forward and will not accumulate to the next work year. In addition, they may not be used to 

accept other employment or work outside the school system for compensation. Requests for dock days must be submitted 

at least two weeks prior to the date of leave and must be approved by the immediate supervisor and the board of 

education. No employee shall be permitted to exercise a dock day unless he/she has first submitted a prior written request 

to use a dock day.  

 

Any employee who is willfully absent from his/her duties without some form of approved leave shall be subject to 

disciplinary action, up to and including termination of his/her employment contract.  Employees who make excessive use 

of leave or who demonstrate a suspicious pattern of using leave shall be subject to investigation.   

 

The Board does recognize that unforeseen circumstances and opportunities may arise for an employee which would merit 

special consideration. The administration has the authority to consider granting leaves for employees, up to a maximum 

of three (3) days total per school year for vacation purposes, educational trips, or any other cause which is not otherwise 

covered by this policy. The Superintendent, in his/her reasonable discretion, may approve this request, provided that the 

leave does not harm the operation of the schools or have an adverse effect on students. All requests will be evaluated on a 

case by case basis. 

 

 

Date Adopted:  8/25/14 

Date Amended:  2/13/17 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

PROFESSIONAL and SERVICE STAFF LEAVES AND ABSENCES 

 

The Hancock County Board of Education believes that responsible use of sick leave is important in the effective and 

efficient operation of Hancock County Schools.  When employees are absent, this impacts our efforts to provide high 

quality instruction.  We recognize illness is unavoidable and that there may be times when employees are unable to attend 

work; however, the county expects employees to use the personal leave benefit with discretion.  

     

The school calendar, as adopted by the Hancock County Board of Education, establishes the school recess periods and 

holidays for all employees.  The Board of Education expects that employees will schedule personal vacations and trips to 

coincide with the adopted school calendar, so as not to interfere with their assigned obligations.  

 

Personal Leave/Sick Leave/Leave with Cause 

 

Authorized by WV Code §18A-4-10, at the beginning of each employment term, the Hancock County Board of Education 

will provide any full-time employee, one and one-half (1 1/2) days of personal leave for each month of regular 

employment or fraction thereof in the employment term. Regular half-time employees shall be entitled annually to at least 

three-quarters of one day of paid leave for each month or fraction thereof in the employee’s employment term. Unused 

leave shall be accumulated without limitation and is transferable within the state. A change in job assignment during the 

school year shall in no way affect the employee’s rights or benefits with respect to paid leave. 

 

Absences  

 

The employee is responsible for calling the Substitute Employee Management System “SmartFind Express - TSSI” to  

report an absence, an absence reason, and record any special instructions.  The employee is responsible for recording and 

maintaining the job number assigned by the system for the remainder of the school year.  Failure of an employee to report 

an absence in the TSSI system is subject to disciplinary action.   

 

A Hancock County Absent Report Form is to be completed IMMEDIATELY upon returning to the job.  

 

Abuse of Paid Leave  

 

Employees who make excessive use of leave or who demonstrate a suspicious pattern of using leave shall be subject to 

investigation.  An employee who is found to have improperly exercised paid leave shall be subject to disciplinary action, 

up to and including termination of his/her employment contract(s).  

 

Physician’s Written Verification of Illness  

 

Whenever any employee uses paid leave for cause for more than (3) three consecutive working days or for (10) ten 

working days total within any single school year on account of injury sustained in an accident or sickness, the employee, 

upon his/her return to work, MAY be required to submit written verification from his/her attending physician setting 

forth ALL of the following:  1) nature of the illness or injury, 2) the date on which the illness or injury began,  3) the date 

on which the employee was examined by the physician in connection with the illness or injury, and 4) a statement that the 

employee is able to return to work without restrictions.   

 

A physician’s certificate may also be required in the following circumstances: absent both Friday and Monday, absent  

both days before and after a holiday, when taken in conjunction with a Personal Leave (PL) day, or in the judgment of the 
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immediate supervisor, or sick leave is being used in excess or abused. 

 

The written verification of the “nature of the illness or injury” may be expressed in the following general terms by the 

physician and need not provide details about the patient’s symptoms:  common cold, flu, chronic condition or disease, 

broken bone, sprain-strain-whiplash-soft tissue injury, wound, or other (specify). 

 

Physician, for the purposes of this policy, means a professional licensed to practice medicine as a doctor, physician 

assistant, or nurse practitioner.   

 

Statements from physicians or others merely stating that “the patient was seen today” or similar statements that do not 

verify the employee’s illness or injury as required by this section do NOT comply with this paragraph and shall NOT be 

honored.  Submission of such statements shall be treated as non-compliant with this policy. 

 

Paid Leave for Cause:  Sick Leave, Bereavement Leave & Other Approved Leave 

 

As explained further herein, a regular full-time employee who is absent from assigned duties due to: 1) Illness/sickness, 

2) an injury sustained in an accident, 3) death in the employee’s immediate family, 4) life-threatening illness of the 

employee's spouse, parents, or child, 5) the birth or adoption of his/her child, or 6) other cause authorized or approved by 

the Board, shall be paid the full salary from his/her regular budgeted salary appropriation during the period which the 

employee is absent for these reasons, the same amount not to exceed the total amount of leave to which the employee is 

legally entitled.    

 

Illness-Personal and Injury sustained in an accident - refers to an employee being unable to perform his or her job 

duties because of illness or injury resulting from sickness or an accident. A physician’s certificate shall be required for 

more that (3) consecutive absences.    

 

Illness-Family - An employee may use a maximum of three (3) days of paid leave to care for members of his/her 

immediate family who are suffering illness from an accident or sickness. A certificate from the attending physician shall 

be required after (3) consecutive days or a total of (5) five days per year. 

 

Funeral-Immediate Family - An employee may use a maximum of five (5) days of paid leave (per occurrence) for death  

in the employee’s immediate family. 

 

Employee’s immediate family for the purposes of this policy shall mean the death/illness of an  employee’s relative 

with whom the employee was living in the same household at the time of the relative’s death, and/or the employee’s 

father, mother, son, daughter, brother, sister, husband, wife, mother-in-law, father-in-law, grandmother, grandfather, 

grandfather-in-law, grandmother-in-law, grandson, grand-daughter, stepmother, stepfather, stepchildren, cousin, niece, 

nephew, aunt, uncle, foster parents, foster children, half-brother, half-sister, brother-in-law, sister-in-law, daughter-in-law 

and son-in-law. 

 

Arrangements/Hospital/Nursing Care - Absence up to two (2) days (per occurrence) to make arrangements for the 

hospitalization or nursing care for a member of his/her immediate family. 

 

Application may be addressed in writing to the Superintendent for an extension due to catastrophic illness or other 

unforeseen circumstances of an immediate family member. 

 

Personal Business - Paid Leave Without Regard to Cause  

  

Each employee is permitted to use no more than three days of personal leave annually without regard to the cause for the 

absences.  Paid leave without cause may not be used on consecutive work days unless authorized or approved by the 

employee's principal or immediate supervisor and Superintendent or designee, as appropriate.  The employee shall give 
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notice of his/her intent to exercise a day of leave without cause to the principal or immediate supervisor, as appropriate, 

at least twenty-four (24) hours in advance of the same, except that in the case of sudden and unexpected circumstances, 

notice shall be given as soon as reasonably practicable.  

 

A principal or immediate supervisor may deny an employee’s use of a day of paid leave without regard to cause if, at the 

time notice is given by the employee, either fifteen percent of the employees or three employees, whichever is greater, 

under the supervision of the principal or immediate supervisor, have previously given notice of their intention to use a 

day of paid leave without cause on that same day, and the same has already been approved by the principal or immediate 

supervisor. 

 

Employees must confirm the approval of their principal or immediate supervisor prior to entering that day into “Smart 

Find Express,” Employee Management System. 

 

Any employee taking leave in violation of the above stated reasons for granting personal leave shall be subject to 

disciplinary action up to and including termination. 

 

Paid Leave Days on Partial Work Days 

 

Accumulated paid leave days (with or without cause) may only be utilized in full or half-day increments.   

 

Paid Leave Records and Request for Information about Paid Leave 

 

Records of accumulated paid leave days will be kept by the payroll department.  Requests for an accounting of one’s own 

accumulated paid leave days must be made in writing to the Superintendent/designee.   

 

Forced Repayment of Leave Benefit 

 

Where an employee has exercised paid leave in a manner inconsistent with this policy, or fails to verify the reasons for 

use of paid leave for cause, the Board may make necessary salary adjustments in the next pay after the employee has 

returned to duty or in the final pay if the non-conforming exercise of paid leave should occur during the last month of an  

Employee’s employment. 

 

National Board Certification 

 

The Hancock County Board of Education recognizes that the rigorous standards for certification by the National Board 

for Professional Teaching Standards (NBPTS) helps to promote the quality of teaching and learning. In order to 

encourage classroom teachers to achieve National Board Certification, an annual salary supplement will be paid to 

teachers holding and maintaining said certification. The amount of the annual bonus will be established by the County 

Board of Education in accordance with applicable State statute.  (WV Code 18A-4-2a) In addition, Hancock County will 

provide up to/not more than three (3) days of release to be used by candidates to pursue  

NBPTS certification. NBPTS is valid for 10 years.  

 

Candidates in their eighth (8) or ninth (9) years pursuing renewal of NBPTS will be allocated two (2) days to obtain this 

certification.  Those teachers wishing to use release days must notify their principal and Superintendent/designee,  

complete a Hancock County Schools Absence Report Form and charge to leave of absence and supply the reason as 

NBPTS certification.      

 
Date Adopted:  5/14/12 

Date Amended:  12/10/12; 8/25/14; 1/23/17; 2/13/17 

Date Reviewed: 
Back to Table of Contents 

The above Policy Statement is an integral part of the Official Policy Manual of this Board of Education as of the date shown adopted. 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

PROFESSIONAL PERSONNEL SICK LEAVE BANK  
 

The purpose of the Professional Personnel Sick Leave Bank is to provide protection for an individual who has used up 

his/her sick leave days and is suffering from a catastrophic illness (see Definitions) or serious accident. This policy is not 

intended to include such things as elective surgery, normal maternity leave or minor illnesses. 

 

Catastrophic medical emergency - a medical or physical condition that: 

 

1. Incapacitates an employee or an immediate family member for whom the employee will provide care; 

2. Is likely to require the prolonged absence of the employee from duty; and 

3. Will result in substantial loss of income to the employee due to exhaustion of all accrued sick leave. 

 

The Professional Personnel Sick Leave Bank is to be administered by the Central Office under the direction of the Sick 

Leave Bank Board of Trustees. 

 

The Board of Trustees is a seven (7) member panel that has control over the disbursement of days from the bank. The 

board shall be composed of the following: 

 

 County Superintendent  

 Professional Employees’ Organization(s) President(s) or his/her designee(s) 

 Two representatives from elementary K-6  

 Two representatives from secondary 7-12  

 One principal 

 

Each representative will be elected for a three (3) year term. K-6 will elect their representatives, 7-12 will elect their 

representatives, and principals will elect their representative. 

 

Any professional employee is eligible to participate in the Professional Personnel Sick Leave Bank. An open enrollment 

period will begin the first day of the new school year and will continue for the next thirty (30) school days. 

 

An employee is ineligible to join after such time as he/she is aware of a major illness or is involved in an accident. 

 

To become a member, each person must contribute two (2) leave days to the bank. Once these days are contributed, the 

employee relinquishes all claims to said days. 

 

Only contributing members may draw from the bank. Withdrawals can be made only after an employee has less than five 

(5) days sick leave remaining and majority approval has been granted by the Board of Trustees. 

  

An individual may not draw more than thirty (30) days from the Professional Personnel Sick Leave Bank at one time. 

However, he/she may reapply for additional days to the Board of Trustees, not to exceed forty-five (45) days per school 

year. 

 

Limitations on Use of Approved Days: Approved leave may not be used to qualify for or add to service for any retirement 

system or extended insurance coverage. Leave may only be used for an absence due to the purpose for which the leave 

was granted. Partial days will not be granted and days may not be taken sporadically. When the catastrophic medical 

emergency ends, all unused days will be returned to the Professional Personnel Sick Leave Bank. 
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If the Professional Personnel Sick Leave Bank's number of days drops below 50, each member will be assessed one (1) 

additional day. No employee will be assessed for more than two (2) days per year after the initial two days are 

contributed. 

 

A member may withdraw his/her membership from the Professional Personnel Sick Leave Bank at any time upon written 

notice to the Board of Trustees. 

 

Procedure for Obtaining Days: 

 

1. The employee requesting sick leave days must complete the Application for Sick Leave Days and have the form 

approved by the Professional Personnel Sick Leave Bank’s Board of Trustees at least five (5) working days in 

advance. 

2. A signed letter from a physician must accompany this request. The letter must provide sufficient information 

describing the medical emergency with a prognosis for a date to return to work and verifying the inability of the 

employee to work due to the catastrophic medical emergency. 

3. A quorum of the Professional Personnel Sick Leave Bank’s Board of Trustees shall be convened to administer 

requests. 

4. In case the employee has been incapacitated and cannot complete the application process, a member of the 

employee’s family may submit the application. 

 

 

Date Adopted:  5/09/88 

Date Amended:  4/04/11; 11/28/16 

Date Reviewed:  12/11/00; 7/14/14 
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HANCOCK COUNTY PROFESSIONAL PERSONNEL SICK LEAVE BANK 

 

APPLICATION FOR MEMBERSHIP 

 

 

 

 

___________________________________________________________  ____________________________ 

NAME                                                                      EMPLOYEE NUMBER 

 

 

______________________________________________________________________________________________  

ADDRESS                                                             

 

 

______________________________________ 

TELEPHONE NUMBER 

 

 

 

I wish to become a member of the Hancock County Sick Leave Bank. I voluntarily contribute two (2) days from my 

accumulated sick leave and relinquish all claims to said days. I further agree to automatically contribute one (1) 

additional day whenever the bank falls below 50 days. At no time will I be assessed for more than two (2) days during 

any school year after the initial two days are contributed. I understand the rules and regulations of the policy, and I 

understand that the bank will not begin operations until at least 200 days are contributed. 

 

 

 

 

____________________________________  ______________________________ 

SIGNATURE                                                    DATE 

 

 

 

 

____________________________________  ______________________________ 

NOTARY       DATE 
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HANCOCK COUNTY PROFESSIONAL PERSONNEL SICK LEAVE BANK 

 

APPLICATION FOR SICK LEAVE DAYS 

 

Date________________Name________________________________________________________________________ 

 

School______________________________________________ Position______________________________________ 

 

 

Employee’s total accumulated days of sick leave as of date of request_________________________________________ 

 

I wish to apply for _________________________total number of days from the Hancock County Professional Personnel 

Sick Leave Bank. 

 

Dates Requested___________________________________________________________________________________ 

 

Leave will BEGIN___________________________(mm/dd/yyyy) and END on _____________________(mm/dd/yyyy) 

 

NATURE OF ILLNESS 

________________________________________________________________________________________________ 

________________________________________________________________________________________________ 

________________________________________________________________________________________________ 

Approved leave may not be used to supplement state-paid benefits programs.  Approved leave may only be used for an 

absence due to the purpose for which the leave was granted.  Partial days will not be granted.  When the catastrophic 

medical emergency ends, all unused days will be returned to the Professional Sick Leave Bank. 

 

SIGNED Physician’s Statement must accompany this form. 

 

 

________________________________________________________________  ______________________________ 

APPLICANT                                                           DATE 

 

 

                   _____APPROVED                              _____ NOT APPROVED 

 

 

_________________________________________________________________  _____________________________ 

PRESIDENT, BOARD OF TRUSTEES                 DATE 

 

*Application for use of sick leave days from bank must be made at least five (5) working days in advance. 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047   

 

SCHOOL SERVICE PERSONNEL SICK LEAVE BANK 

 
The purpose of the Service Personnel Sick Leave Bank is to relieve Hancock County Schools Service Personnel 

employees from undue financial burdens due to absence from work on a long-term basis due to personal illness, injury, or 

incapacitation sufficiently severe enough that it would make their presence in the position inadvisable. 

 

The days in the bank cannot be granted retroactively. 

 

Any school service employee is eligible to participate in the School Service Personnel Sick Leave Bank. An open 

enrollment period will begin the first day of the new school year and will continue for the next thirty (30) school days. 

 

The purpose of the Sick Leave Bank is to provide sick leave to contributors to the bank after their accumulated sick leave 

has been exhausted--and more specifically to provide such leave from the bank in cases of catastrophic illnesses. 

 

Rules: 

 

1. The leave bank may be used only by the individual contributor for his or her personal illness. 

 

2. The leave bank may not be used for illnesses of other members of the contributor's family. 

 

3. The leave bank may not be used by the contributor to remain away from his/her position in order to assist a 

member of his/her family who is ill. 

 

4. Only sick leave may be contributed to the leave bank. Vacation and personal leave may not be contributed. 

 

5. The School Service Personnel Sick Leave Bank may not be used by unit members disabled by an injury covered 

by Workmen's Compensation. 

 

6. In order to draw days from the Sick Leave Bank, unit members must contribute to the bank. Contributors must 

use all accumulated sick leave and vacation days before applying for leave from the bank. No sick leave bank 

days will be allotted until an employee has been without pay for three (3) days. 

 

7. A contributor will lose the right to utilize the benefits of the Sick Leave Bank only by: 

 

 Termination of suspension of employment in Hancock County Schools. 

 Cancellation of participation, which is effective only at the close of a fiscal year, June 30th. 

 Refusal to continue regular contributions at the beginning of each fiscal year, July 1st. 

 

8. All donations shall be permanent, unused leave days at the end of the year shall automatically be carried over to 

the next year. 

 

Procedures: 

 

1. Contributions to the bank must be made on a Hancock County Schools Service Personnel Sick Leave Bank 

Donation Form by the individual member; further contributions can be only cancelled in writing by the employee. 
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2. An applicant who is withdrawing days, may be required to undergo a medical review by a physician of the 

committee's choice at any time at the member's expense. 

 

3. In case a contributor has been incapacitated, his/her application may be submitted to the committee by his/her 

agent or member of his/her family on his/her behalf. 

 

4. Leave grants from the bank, approved by the committee, shall be made in units of no more than thirty (30) 

consecutive duty days for the individual applicant. 

 

5. The Approval Committee will consist of six employees of the Hancock County Board of Education. These 

individuals will be selected by the group they represent. 

 

 County Superintendent 

 One (1) Secretary  

 One (1) Food Services Employee  

 One (1) Maintenance Employee  

 One (1) Bus Driver  

 One (1) Aide  

 One (1) Custodian  

 The HCSSPA President will serve in the area in which he/she is employed. 

 

6. The following criteria shall be used by the committee in administering the bank, and in determining the eligibility 

and amount of leave: 

 Adequate medical evidence of serious illness.  

 Prior utilization of all eligible sick leave and vacation time.  

 Propriety of use of previous sick leave. 

 

7. If the Sick Leave Bank's number of days drops below 50, each member will be assessed one (1) additional day. 

No employee will be assessed for more than two (2) days per year after the initial two (2) days are contributed. 

 

8. Sick leave days withdrawn from the bank do not have to be repaid by the individual using them. 

 

 

 

I understand and agree to follow the guidelines as established in this agreement. 

 

______________________________________________________  ___________________________________ 

Employee Name         Date 

 

Date Adopted:  5/09/88 

Date Amended:  11/28/16 

Date Reviewed:  12/11/00; 5/29/13; 7/14/14 
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HANCOCK COUNTY SERVICE PERSONNEL SICK LEAVE BANK 

 
APPLICATION FOR MEMBERSHIP 

 

 

 

 

___________________________________________________________  ____________________________ 

NAME                                                                      EMPLOYEE NUMBER 

 

 

______________________________________________________________________________________________  

ADDRESS                                                             

 

 

______________________________________ 

TELEPHONE NUMBER 

 

 

 

I wish to become a member of the Hancock County Sick Leave Bank. I voluntarily contribute two (2) days from my 

accumulated sick leave and relinquish all claims to said days. I further agree to automatically contribute one (1) 

additional day whenever the bank falls below 50 days. At no time will I be assessed for more than two (2) days during 

any school year after the initial two days are contributed. I understand the rules and regulations of the policy, and I 

understand that the bank will not begin operations until at least 200 days are contributed. 

 

 

 

 

____________________________________  ______________________________ 

SIGNATURE                                                    DATE 

 

 

 

 

____________________________________  ______________________________ 

NOTARY       DATE 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

PERSONAL LEAVE DONATION PROGRAM 
 

West Virginia Code §18A-4-10(f) requires County Boards of Education to establish a leave donation program pursuant to 

which a donor employee may transfer accrued personal leave to the personal leave account of another designated 

employee.  This program is designed to offer assistance to employees who have exhausted all accrued personal leave, is 

not eligible to receive leave (or any more leave) from the Professional Personnel Leave Bank, and requires additional 

personal leave because of a medical or physical condition that incapacitates the employee or an immediate family 

member for whom the employee will provide care.  A donor employee may voluntarily transfer a maximum of 5 days, per 

request, to a receiving employee. 

 

The Board may not limit the number of personal leave days a donor employee may transfer to a receiving employee who 

is his or her spouse, nor may it limit the total number of personal leave days an employee receives under the program.  

However, the Board may limit the number of days a donor employee transfers to a receiving employee who is not his or 

her spouse. 

Definitions: 

1. Catastrophic medical emergency means a medical or physical condition that:                               

 Incapacitates an employee or an immediate family member for whom the employee will provide care;  

 Is likely to require the prolonged absence of the employee from duty; and   

 Will result in substantial loss of income to the employee due to exhaustion of all accrued sick leave, or 

ineligibility to receive sick leave, including exhaustion of sick leave from the sick leave bank. 

2. Employee means a permanent regularly employed professional personnel or school service personnel who is 

employed by Hancock County Board of Education and is entitled to accrue sick leave as a benefit of employment.  

Substitute employees are not eligible to participate in this program. 

 

3. Donor Employee means a permanent regularly employed professional personnel or school service personnel 

employed by Hancock County Board of Education who voluntarily contributes sick leave to another designated 

employee. 

 

4. Receiving Employee means a permanent regularly employed professional personnel or school service personnel 

employed by Hancock County Board of Education who receives donated sick leave from another employee. 

 

An employee may not be coerced or compelled to contribute to the leave donation program. 

Limitations on Use of Donated Leave:  Donated leave may not be used to qualify for or add to service for any retirement 

system or extended insurance coverage.  Donated leave may only be used for an absence due to the purpose for which the 

leave was transferred.  Any transferred days remaining when the catastrophic medical emergency ends revert back to the 

donor employee(s).  All unused days will be returned to the donor employees on first-received, first-used basis. 

Leave Deductions & Credits:  Each donated day shall be deducted from the number of sick leave days to which the donor 

employee is entitled.  An approved donated day will be credited to the receiving employee as one day and may not be 

credited for more or less than a full day by calculating the value of the leave according to the hourly wage of each  
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employee. 

Procedures:   

1. Physician’s Statement:  A signed letter from a Physician must accompany the employee’s request for personal 

leave day donations; the request shall not be retroactive. The letter must provide sufficient information describing 

the medical emergency with a prognosis for a date to return to work and verifying the inability of the employee to 

work due to the catastrophic medical emergency. The request may not be retroactive. 

2. The employee donating sick leave days must complete the Leave Donation Form to donate days to another 

employee and have the form approved by the Leave Bank’s Administrative Committee.  All requests shall list the 

donor employees and the number of days donated.    

3. A quorum of the Leave Bank’s Administrative Committee shall be convened to administer request. 

4. In case a receiving employee has been incapacitated and cannot complete the application process, a member of 

the employee’s family may submit the application. 

 

The Leave Bank’s Administrative Committee shall administer the rules and regulations of the Leave Donation Program.  

In addition, the committee will determine who will qualify to receive days.  The committee shall consist of the following: 

1. Three professional personnel, 

2. Two service personnel, and 

3. Superintendent or designee to serve as chairman. 

 

Date Adopted:  1/08/08 

Date Amended:  11/28/16; 3/13/17 

Date Reviewed:  7/14/14 
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HANCOCK COUNTY SCHOOLS’ PERSONAL LEAVE DONATION PROGRAM 

 

DONOR EMPLOYEE FORM 

 

 

DATE____________________ 

 

 

DONOR EMPLOYEE (PRINT)_______________________________________________________________________  

 

 

SCHOOL__________________________________________POSITION______________________________________ 

 

Donor employee’s total accumulated days of sick leave as of date of request____________________________________  

 

I voluntarily transfer ___________days from my sick leave time. 

I hereby certify that this request is made voluntarily.  I was not coerced, intimidated or financially induced into donating 

leave.  By signing I hereby relinquish all right to the leave shown above.  I understand that the donation of leave is 

irrevocable and irreversible and that leave may or may not be refunded to me.  

  

DONOR EMPLOYEE’S SIGNATURE_________________________________________________________________ 

 

 

 

RECEIVING EMPLOYEE (PRINT) __________________________________________________________________ 

 

    

SCHOOL__________________________________________POSITION_____________________________________ 

 

Recipient employee’s accumulated days of sick leave _____________________________________________________ 

 

Leave will BEGIN ______________and END on _____________ 

 

Donated leave may not be used to supplement state-paid benefit programs.  Donated leave may only be used for an 

absence due to the purpose for which the leave was transferred.  Any transferred days remaining when the catastrophic 

medical emergency ends revert back to the donor employee(s).  All unused days will be returned to the donor employees 

on first-in, first-out basis. 

RECEIVING EMPLOYEE’S SIGNATURE______________________________________________________________ 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

FAMILY AND MEDICAL LEAVE ACT 

 

Family and Medical Leave Policy and Notice of Employee Rights and Responsibilities 

Hancock County Board of Education will afford its employees family and medical leave guaranteed by federal and state 

law under the Family and Medical Leave Act (FMLA). Hancock County will grant to eligible employees, during a fiscal 

year 12-month period, (July 1 – June 30), up to 12 weeks of job protected unpaid leave, and up to 26 weeks of military 

caregiver leave to care for a covered service member with a serious injury or illness. 

No policy, procedure or action by the BOE shall constitute a waiver of the requirements of the FMLA. The following 

explanation of the FMLA is provided for general information and in compliance with the written notice requirement of 

the FMLA. Any specific questions or requests for FMLA should be directed to the Superintendent/designee. 

Eligibility 

To be eligible for FMLA leave, an employee must: 

1. have been employed by Hancock County for at least 12 months (need not be consecutive); separate periods of 

employment will be counted, provided that the break in service does not exceed seven (7) years. 

2. have worked at least 1,250 hours in the preceding 12 months from the date FMLA is to be used (these hours must 

be actual hours worked, not to include unpaid leave and accrued time off banks. 

Basic Leave Entitlement 

1. To qualify as FMLA leave under this policy, the employee must be taking leave for one or more of the reasons 

listed below: 

2. For incapacity due to pregnancy, prenatal medical care or child birth; 

3. To care for the employee’s son or daughter after birth, or placement for adoption or foster care; 

4. To care for a spouse, son, daughter, dependent, or parent who has a serious health condition; 

5. For a serious health condition that makes the employee unable to perform the employee’s job; 

6. For qualifying exigencies arising out of the fact that the employee’s spouse, son, daughter, or parent is on active 

duty during the deployment to a foreign country or call to active duty status as a member of the National Guard, 

Reserves or Armed Forces pursuant to Section 101(a)(13)(B) of Title 10 of the United States Code. 

FMLA also includes a special leave entitlement that permits certain eligible employees to take up to 26 weeks of leave to 

care for a covered service member during a single 12-month period. A “covered service member” is  

1. A current member of the Armed Forces (including National Guard or Reserves) who has a serious injury or 

illness incurred by the member in line of duty on active duty in the Armed Forces (or existed before the 

beginning of the member's active duty and was aggravated by service in line of duty on active duty in the Armed 

Forces) that may render the service member medically unfit to perform his or her duties and for which the service 

member is undergoing medical treatment, recuperation or therapy, or is in outpatient status, or is on the 

temporary disability retirement list; or  
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2. A veteran who is undergoing medical treatment, recuperation, or therapy, for a serious injury or illness as 

designated by the Secretary of Labor that was incurred by the member in line of duty on active duty in the Armed 

Forces (or existed before the beginning of the member's active duty and was aggravated by service in line of duty 

on active duty in the Armed Forces) and who was a member of the Armed Forces (including a member of the 

National Guard or Reserves) at any time during the period of five (5) years preceding the date on which the 

veteran undergoes that medical treatment, recuperation, or therapy for purposes of this policy, this special leave 

entitlement is called “military caregiver leave.” 

Generally, an employee is not required to use this leave entitlement in one block of time. Leave may be taken 

intermittently or on a reduced leave schedule when medically necessary. When leave is needed for planned medical 

treatment, the employee must make a reasonable effort to schedule treatment so as not to unduly disrupt the BOE’s 

operations. Leave due to qualifying exigencies and military caregiver leave may also be taken on an intermittent basis. 

Intermittent FMLA leave may be taken for the birth and care of a newborn child, or placement for adoption or foster care. 

Duration of Leave 

Eligible employees may receive up to 12 workweeks of unpaid leave during any fiscal year or 12-month period. The BOE 

uses the school calendar year/fiscal year (July 1 – June 30) method of calculating how much FMLA leave is available 

and/or remaining. 

Spouses who are both employed by the BOE are limited in the amount of family leave they may take for the birth and 

care of a newborn child, placement of a child for adoption or foster care, or to care for a parent who has a serious health 

condition to a combined total of 12 weeks (or 26 weeks, within the applicable time period, if leave to care for a covered 

service member with a serious injury or illness is also used). 

Additional leave time may be available under (Non-FMLA) Medical and Personal Leave of Absence Policy. 

When leave is to care for a service member or veteran with a serious injury or illness, an eligible employee may take up 

to 26 workweeks of leave during a single 12-month period to care for that service member or veteran. Leave to care for an 

injured or ill service member or veteran, when combined with other FMLA qualifying leave, may not exceed 26 weeks in 

the single 12-month period during which the 26 weeks of military caregiver leave is available. A single 12-month period 

for purposes of military caregiver leave begins on the first day that an employee takes military caregiver leave and ends 

twelve (12) months after that date, regardless of the rolling 12-month period that Hancock County utilizes for 

determining available leave for other FMLA-qualifying reasons. 

In addition, employees must comply with all applicable time frames for providing notice of the need for FMLA leave and 

certification of a serious health condition, many of which are summarized in this policy. 

Serious Health Condition 

For purposes of FMLA leave, a “serious health condition” means an illness, injury, impairment or physical or mental 

condition that involves either an overnight stay in a medical care facility or continuing treatment by a health care provider 

for a condition that either prevents the employee from performing the functions of the employee’s job, or prevents the 

qualified family member from participating in school or other daily activities. 

Subject to certain conditions, the continuing treatment requirement may be met by a period of incapacity of more than 3 

consecutive calendar days combined with at least two visits to a health care provider or one visit and a regimen of 

continuing treatment, or incapacity due to pregnancy, or incapacity due to a chronic condition. Other chronic conditions 

may also meet the definition of serious health condition. 

Notification and Certification Responsibilities 

Employee Responsibilities 

Employees seeking to use FMLA leave are required to provide 30-day advance notice of the need to take FMLA leave  
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when the need is foreseeable. When 30 days’ notice is not possible, the employee must provide notice as soon as 

practicable (usually either the same or next business day) and generally must comply with the BOE’s usual procedural 

requirements for requesting leave, including the BOE’s normal call-in procedures. 

Employees must provide sufficient information for the BOE to determine if the leave may qualify for FMLA protection 

and the anticipated timing and duration of the leave. Depending on the situation, such information may include that the 

employee or 

qualifying family member is unable to perform job functions or daily activities, is incapacitated due to pregnancy, or is 

hospitalized or requires continuing care of a health care provider and/or that circumstances exist supporting the need for 

military family leave. 

When an employee seeks leave for a FMLA-qualifying reason for the first time, the employee need not expressly assert 

FMLA rights or even mention the FMLA. When an employee seeks leave, however, due to a FMLA-qualifying reason for 

which the BOE has previously provided the employee FMLA-protected leave, the employee must specifically reference 

the need for FMLA leave when reporting the absence through the TSSI reporting system. 

BOE Responsibilities 

The BOE must post a notice approved by the Secretary of Labor explaining rights and responsibilities under FMLA. 

Additionally, the BOE must either include the same general information in employee handbooks or other written 

guidance to employees concerning benefits. This policy provides the notice required by law. (Poster General Notice WH-1420) 

When an employee requests FMLA leave or the BOE acquires knowledge that leave may be for a FMLA purpose, the 

BOE must notify the employee of his or her eligibility to take leave, and inform the employee of his/her rights and 

responsibilities under FMLA. If the employee is not eligible, the BOE must provide a reason for the ineligibility. (Notice of 

Eligibility and Rights & Responsibilities WH-381) 

When the BOE has enough information to determine that leave is being taken for a FMLA-qualifying reason, the BOE 

must notify the employee that the leave is designated and will be counted as FMLA leave, including the amount of leave 

counted against FMLA leave entitlement. If the BOE determines that the leave is not FMLA-protected, the BOE must 

notify the employee. (Designation Notice WH-382) 

Medical Certification 

The BOE requires that an employee’s request for leave due to a serious health condition affecting the employee or a 

covered family member be supported by a certification from a health care provider. The required forms are provided by 

the Assistant Superintendents Office and must be returned to the BOE within fifteen (15) days unless a medical 

emergency prevents it. If the employee fails to provide a complete and adequate certification, FMLA leave may be 

delayed, denied, or revoked. The BOE may require second or third medical opinions (at the BOE’s expense) and periodic 

recertification of a serious health condition. (Certification of Health Care Provider for Employee’s Serious Health Condition WH-380-E 

and Certification of Health Care Provider for Family Members’ Serious Health Condition WH-380-F) 

The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits employers and other entities covered by GINA 

Title II from requesting or requiring genetic information of an individual or family member of the individual, except as 

specifically allowed by this law. To comply with this law, the BOE asks that employees not provide any genetic 

information when responding to this request for medical information. ‘Genetic information’ as defined by GINA, 

includes an individual’s family medical history, the results of an individual’s or family member’s genetic tests, the fact 

that an individual or an individual’s family member sought or received genetic services, and genetic information of a 

fetus carried by an individual or an individual’s family member or an embryo lawfully held by an individual or family 

member receiving assistive reproductive services. 

Military Family Leave Entitlements 

Military Caregiver Leave: For purposes of military caregiver leave, an eligible employee is a spouse, son, daughter,  
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parent, or next of kin, as defined by the FMLA regulations, of a covered service member. The “single 12-month period” 

for leave to care for a covered service member with a serious injury or illness begins on the first day the employee takes 

leave for this reason and ends 12 months later, regardless of the 12 month period established by the BOE for other types 

of FMLA leave. An eligible employee is limited to a combined total of 26 workweeks of leave for any FMLA-qualifying 

reason during the “single 12-month period.” (Only 12 of the 26 weeks total may be for a FMLA-qualifying reason other 

than to care for a covered service member.) 

Qualifying Exigency Leave: Eligible employees may be entitled to up to a total of 12 workweeks of unpaid leave during 

the normal 12-month period established by the BOE for FMLA leave for qualifying exigencies arising out of the fact that 

the employee’s spouse, son, daughter, or parent is on active duty, or has been notified of an impending call or order to 

active duty, in support of a contingency operation. Qualifying exigencies may include attending certain military events, 

arranging for alternative childcare, addressing certain financial and legal arrangements, attending certain counseling 

session and attending post-deployment reintegration briefings. (Certification for Service Members or Military Family Leave WH-384 

OR 385) 

Fitness for Duty Certification (Doctors Note-Intent to return to work) 

The BOE will require all employees who are on FMLA leave for a serious health condition to submit a fitness for duty 

certification from their physician prior to returning to work. This certification must be submitted to the Assistant 

Superintendents Office prior to the start of the first return day. 

Benefit Protections 

The BOE is required to maintain group health insurance coverage for an employee on FMLA leave on the same terms as 

if the employee had continued to work. 

Employees are required to pay their share of health insurance premiums while on unpaid leave and must make 

arrangements for the same. The BOE shall be entitled to recover the employee’s share of premiums it paid to maintain 

health coverage for an employee. 29 C.F.R. § 212(b) 

Use of FMLA leave cannot result in the loss of any employment benefits that accrued prior to the start of an employee’s 

leave. 

Job Restoration 

Upon return from FMLA leave, an employee must be restored to the employee’s original job, or to an equivalent job with 

equivalent pay, benefits, and other terms and conditions of employment. An employee has no greater right to restoration 

or to other benefits and conditions of employment than if the employee had been continuously employed. 

Failure to Return to Work at Completion of Leave 

Under certain circumstances, if an employee fails without good reason to return to work at the conclusion of the FMLA 

leave, the BOE may be entitled to recover its cost of the health care premium directly from the employee. In addition, an 

employee who fails to return to work at the conclusion of FMLA leave may be subject to disciplinary action up to and 

including termination. 

Exhaustion of Annual and Personal Leave 

The BOE currently provides paid and unpaid leave of varying lengths, depending on the nature of the absence, insurance 

coverage, and individual circumstances. Employees will be required to exhaust all annual or personal leave prior to 

taking twelve weeks of unpaid family leave. (W.Va. Code § 21-5D-4). 

Other Benefits during FMLA Leave 

Any employee taking FMLA leave generally shall not become entitled to any additional vacation while on the leave.  
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Upon return from approved FMLA leave, an employee’s entitlement to vacation shall resume from the level at which 

such benefits were entitled as of the last date worked prior to the leave, taking into consideration any benefits taken 

during the leave. 

Confidentiality of Medical Information 

As with all other medical information, FMLA information will be maintained by the BOE in a confidential medical file as 

required by federal law. 

Disciplinary Action 

The FMLA was enacted to allow employees the ability to balance work and family life without losing their job. The BOE 

strongly supports the purpose of this law. It is important, however, that employees do not take leave for purposes other 

than that which FMLA designates. 

An employee providing false or misleading information in his/her request for FMLA will be subject to disciplinary action 

up to and including termination. 

Any employee found to be working or otherwise engaged in gainful employment while on FMLA leave shall be subject 

to disciplinary action up to and including termination. 

For additional information or forms please see the Family Medical Leave Act found on the Department of Labor's 

Website (www.dol.gov). 

29 U.S.C. 2601 et seq. (as amended) 29 C.F.R. Part 825 45 C.F.R. Part 160, 164 

 

Date Adopted:   08/25/14 

Date Amended:  11/28/16 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

PARENTAL LEAVE ACT 

The Parental Leave Act (West Virginia Code 21-5D-1, et seq.) requires that the Board allow at least up to 12 weeks of 

unpaid leave in any 12-month period, following the exhaustion of all annual and personal leave, for eligible employees 

who must miss work because of one of the following circumstances: 

1. The birth of a son or daughter of the employee 

2. The placement of a son or daughter with the employee for adoption 

3. To care for the employee’s son or daughter, spouse, parent or dependent who has a serious health condition 

The Board shall consider employees to be entitled to parental leave in accordance with the definitions, criteria and notice 

procedure set forth in the Parental Leave Act. No policy, procedure or action by the Board shall constitute a waiver of the 

requirements of the Parental Leave Act. The following explanation of the Parental Leave Act is provided for general 

information only. Any specific questions or requests for parental leave should be directed to the Assistant Superintendent 

or Managers responsible for personnel. 

Employee Eligibility 

The Board shall consider employees to be eligible for Parental Leave in accordance with the criteria set forth in the 

Parental Leave Act. The eligibility criteria are generally described as follows: A full-time employee who has worked at 

least twelve (12) consecutive weeks for the Board. The Superintendent shall not be considered an employee for the 

purpose of this policy. 

Serious Health Condition 

The Parental Leave Act defines a serious health condition as a physical or mental illness, injury or impairment that 

involves one of the following situations: 

1. Inpatient care in a hospital, hospice or residential health care facility, or 

2. Continuing treatment, health care or continuing supervision by a health care provider. 

Leave Request Process 

1. Employee Designated Leave 

If a leave because of birth or adoption is foreseeable, the employee shall provide two weeks’ written 

notice of such expected birth or adoption. If a leave under this section is foreseeable because of planned 

medical treatment or supervision, the employee shall make a reasonable effort to schedule the treatment 

or supervision so as not to disrupt unduly the operations of the Board, subject to the approval of the 

health care provider of the employee’s son, daughter, parent or dependent; and the employee must 

provide his/her supervisor with written notice two weeks prior to the expected birth or adoption; or for 

the medical treatment; or for the supervision of a dependent. Failure to submit a timely written request 

may be cause for denial. 

2. Leave Period 

The Board shall use a fixed twelve (12) month period (July 1 – June 30) i.e. the "leave year" is identical 
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3. Leave Period 

The Board shall use a fixed twelve (12) month period (July 1 – June 30) i.e. the "leave year" is identical 

for all staff members, e.g. a fiscal year or calendar year) to calculate how much Parental Leave Act leave 

is available or remaining. 

4. Part-time Leave 

An employee may take family leave on a part-time basis and on a part-time leave schedule, but the period 

during which the number of work weeks of leave may be taken may not exceed twelve (12) consecutive 

months, and such leave shall be scheduled so as not to disrupt unduly the operations of the Board. 

Seniority 

An employee, who is granted leave under this policy, shall accrue seniority during the period of time that the employee is 

on this board-approved leave of absence. 

Physician Certification 

If an employee requests family leave to care for a family member with a serious health condition, The Board may require 

the employee to provide certification by a health care provider of the health condition. The certification shall be sufficient 

if it contains the following: 

1. That the child, dependent, parent or employee has a serious health condition; 

2. The date the serious health condition commenced and its probable duration, and 

3. The medical facts regarding the serious health condition. 

Health Insurance 

During any family leave by an employee, the Board shall continue group health insurance coverage for such employee 

provided, that the employee shall pay the employer the premium costs of such group health insurance coverage. 

Employee’s Right to Restoration of Position Held 

An employee, who timely returns from an approved leave under this policy, shall be assigned to the same position or 

duties and benefits held prior to the approved leave. 

Confidentiality of Medical Information 

As with all other medical information, parental leave information will be maintained in a confidential medical file. 

Failure to Return to Work at Completion of Leave 

Under certain circumstances, if an employee fails, without good reason, to return to work at the conclusion of the leave 

granted under the Parental Leave Act, the Board may be entitled to recover its cost of the health care premium directly 

from the employee. In addition, an employee who fails to return to work at the conclusion of leave taken under the 

Parental Leave Act may be subject to disciplinary action, up to and including termination of employment. 

Disciplinary Action 

The Parental Leave Act was enacted to allow employees the ability to balance work and family life without losing their 

jobs. The Board strongly supports the purpose of this law. It is important; however, that employees do not take leave for 

purposes other than that which the Parental Leave Act designates. An employee providing false or misleading 

information in his/her request for leave under the Parental Leave Act will be subject to disciplinary action, up to and 
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including termination. (WV Code 18A-2-2a, 18A-4-7b, 21-5D-1, et seq.) 

 

Date Adopted:    08/25/14 

Date Amended:  11/28/16 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

MILITARY LEAVE 
 

Any employee of the Hancock County Board of Education who is a member of the National Guard or armed forces 

reserves, is entitled to a military leave of absence from the Board of Education without loss of pay, status or efficiency 

rating, on the days during which they are ordered, by properly designated authority, to be engaged in drills, inactive duty 

training, parades, funeral details, service schools or other duty, field training or duty pursuant to Federal law, or active 

service of the State for a maximum period of 30 working days, not to exceed 240 hours in any one calendar year. 

 

Any employee ordered or called to active duty for a mobilization or deployment pursuant to federal law or in support of a 

contingency operation, as defined by federal law, is entitled to military leave of absence from the Board without loss of 

pay. , status or efficiency rating for a maximum period of 30 working days, not to exceed 240 hours for a single call to 

active duty. If the employee called to active duty has not used all or some portion of the 30 working days of military leave 

of absence granted by the first paragraph of this policy, the employee shall be entitled to add the number of unused days 

from that calendar year to the 30 working days, not to exceed 240 hours granted by this paragraph, up to a maximum of 

60 days for a single call to active duty; however, none of the unused days of military leave of absence granted by the first 

paragraph may be carried over and used in the next calendar year. 

 

The term "without loss of pay" means that the employee shall continue to receive his/her normal salary or compensation, 

notwithstanding the fact that such employee may have received other compensation from Federal or State sources during 

the same period. 

 

An employee who has been granted a military leave of absence shall accrue seniority during the period of time that the 

employee is on the approved leave of absence. 

 
WV code 15-1F-1, 18A-4-7b 

 

 

Date Adopted:  5/14/12 

Date Amended:  12/10/14; 8/25/14; 11/28/16 

Date Reviewed:   
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047   

 

STAFF VACATION and HOLIDAYS 

 

261 – Professional and Administrative Staff  

 

All 261 day Professional and administrative staff are entitled to (20) twenty vacation days. 

 

The following guidelines are established for vacation days as outlined below: 

 

 Vacation days will be granted July 1st of each fiscal year.  Employees who begin work or who are transferred 

into a job after the beginning of the fiscal year shall have vacation days prorated.  

 Employees terminating employment during the fiscal year will have their vacation days prorated based on the 

percentage of the year worked. 

 Employees who have taken more vacation days than entitled will have their final pay adjusted accordingly. 

 Vacation days can be accumulated, but no more than thirty (30) days can be used in any fiscal year or used 

consecutively without the advance approval of the employee’s supervisor and the superintendent. 

 Vacation days must be requested and approved in advance by the immediate supervisor. Vacation may be 

taken in no less than one-half day segments. 

 Upon termination of employment with the Board while still having unused accrued paid vacation time, the 

time will be paid in lump sum payment based upon the employee’s daily rate of pay for, up to (30) thirty days 

maximum, but no work experience credit will be given for time beyond the effective date of resignation.  

 

261- Service Personnel 

 

All 261 day Service Personnel shall accrue vacation at the following rate: 

 

           Years 0 – 1                 5  days 

          Years 2 – 8              10  days 

           Years 9 – 14      15 days 

           Years 15 – 15+     20 days 

 

 Vacation days will be granted July 1st of each fiscal year.  Employees who begin work or who are transferred 

into a job after the beginning of the fiscal year shall have vacation days prorated.  

 Employees terminating employment during the fiscal year will have their vacation days prorated based on the 

percentage of the year worked. 

 Employees who have taken more vacation days than entitled will have their final pay adjusted accordingly. 

 Vacation days can be accumulated, but no more than thirty (30) days can be used in any fiscal year or used 

consecutively without the advance approval of the employee’s supervisor and the superintendent. 

 Vacation days must be requested and approved in advance by the immediate supervisor. Vacation may be 

taken in no less than one-half day segments. 

 Supervisors will provide an annual calendar in May for the fiscal year beginning on July 1st.  This calendar 

will be provided so that employees can request in advance for vacation dates consisting of three consecutive 

days or more during the next fiscal year.   
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 The calendar will be developed on a seniority basis with the most senior employee requesting no more than 

two weeks of vacation time before the calendar is cycled through the seniority list. 

 No more than two employees may be scheduled off on vacation at the same time in any department. 

 The supervisor may designate days or weeks on the calendar when all employees are needed in a department.  

This must be done in advance of employees choosing vacation time. 

 Upon termination of employment with the Board while still having unused accrued paid vacation time, the 

time will be paid in lump sum payment based upon the employee’s daily rate of pay for, up to (30) thirty days 

maximum, but no work experience credit will be given for time beyond the effective date of resignation.  

 

240 – Personnel 
 

All 240 day Personnel employed by the Hancock County Board of Education will have (20) twenty Non-Compensated 

(NC) days.  

 

 All 240 day contracted personnel are to make written application for use of NC days to their immediate 

supervisor in advance.  Consideration for days will be based upon date of application, seniority, and other 

departmental needs. 

 For employees who begin their employment as a 240 day employee after the start of the fiscal year (July 1) or 

who transfer into a 240 day position shall have their contract prorated: 

July 1 to September 30   20 NC days 

October 1 to December 30 15 NC days 

January 1 to March 31  10 NC days 

April 1 to June 30    5 NC days 

 Employees may carry over a maximum of (10) ten NC days from one fiscal year to the next and must use 

those days prior to September 30th.  

 

Outside School Environment Days (OSE) 
 

All 261 day employees may schedule six (6) flexible OSE days at the discretion of the immediate supervisor.  Unused 

OSE days will be converted to vacation days. 

 
 

Date Adopted:   01/09/06   

Date Amended:  8/25/14, 6/29/15; 9/12/16 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

POSTING and ADVERTISING OF VACANCIES 
 

Any job position open in the Hancock County School District is posted in work areas, schools, departments, and the 

Hancock County Schools’ website for a minimum of five days. In addition, depending upon the type of position, the 

vacancy may be advertised on the state website and/or local newspapers. 

 

The posting shall include the job description, the period of employment, the work site, the amount of pay, and any 

benefits and other information that is helpful to the applicant to understand the particulars of the job. In addition, if the 

posting is for a service personnel position, the starting and ending time of the daily shift must be included, and if the 

posting is in the aide classification, it must include the program or primary assignment of the position (e.g., ECCAT, 

special education aide, other classroom aide, transportation aide). 

 

Job postings may not require criteria which are not necessary for the successful performance of the job and may not be 

written with the intent to favor a specific applicant.  

 

 

Date Adopted:  7/25/83 

Date Amended:  12/12/16 

Date Reviewed:  7/01/85 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

PART-TIME and SUBSTITUTE STAFF EMPLOYMENT 
 

Due to the fact that substitute employees will, in all probability, end up as full-time employees in the school system under 

the provisions of seniority rights, the interviewing and employing of substitutes is a very important process. 

 

Applicants for substitute employment will be interviewed by the superintendent or designee. If a designee does the 

interviewing, the designee will recommend to the superintendent the candidate(s) suggested for hiring.  The 

superintendent will recommend the name(s) to the board for employment. 

 

No substitute will be recommended for employment without being interviewed. In addition, each applicant recommended 

for employment must have all current employment requirements on file. 

 

 

Date Adopted:  7/01/85 

Date Amended:  12/11/95; 9/24/01; 12/12/16 

Date Reviewed:  12/11/00 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

ARRANGEMENTS FOR SUBSTITUTE PROFESSIONAL STAFF 
 

Substitutes for professional staff will be called based upon their certification and the needs of Hancock County Schools.  

Individuals will sign annual contracts as long as they desire, assuming their evaluations and attendance are satisfactory.  

Individuals who refuse to work or fail to answer their telephone between 5:30 am and 8:00 am for more than four times 

each semester will be removed from the substitute list.  The superintendent may waive the removal from the list for 

extenuating circumstances. 

 

Telephone calls will be made through the automated eSchool Solutions SmartFindExpress system. 

 

 

Date Adopted:  7/01/85 

Date Amended:  08/27/01; 12/12/16 

Date Reviewed:  12/11/00 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

SUBSTITUTES IN AREAS OF CRITICAL NEED AND SHORTAGE 

 
A person receiving retirement benefits under the provisions of West Virginia Code §18-7A-1, et seq., may accept 

employment as a substitute teacher for an unlimited number of days under certain specified circumstances each fiscal 

year without affecting the monthly retirement benefit to which the retiree is otherwise entitled.  

 

The Hancock County Board of Education hereby adopts the definition of "area of critical need and shortage" set forth in 

West Virginia Code 18A-2-3, as follows: "Area of critical need and shortage" means an area of certification and training 

in which the number of available substitute teachers in the county who hold certification and training in that area and who 

are not retired is insufficient to meet the projected need for substitute teachers. Guidance counselors cannot be designated 

as areas of critical need and shortage.  

 

There exists within Hancock County a critical need and shortage of substitute teachers for the 2016-17 school year in the 

following areas:  

 

Drivers’ Education 

Foreign Language 

Pre-School Special Needs, Autism 

Reading Specialists 

Special Education 

Secondary English 

Secondary Math 

Secondary Science 

 

Accordingly, this policy provides for the employment of retired teachers as substitute teachers during the school year in 

these areas.  

Prior to the employment of such substitute teacher as a critical needs substitute teacher beyond the post-retirement 

limitations established by the consolidated public retirement board, the superintendent shall submit, on a form approved 

by the Consolidated Public Retirement Board and the West Virginia Board of Education, an affidavit signed by the 

superintendent stating the name of the county, the fact that the county has adopted a policy to employ retired teachers as 

substitutes to address areas of critical need and shortage, and the name or names of the person or persons to be employed 

as a critical needs substitute pursuant to this policy, the critical need and shortage area position filled by each person, the 

date the person gave notice to the county board of the person’s intent to retire, and the effective date of the person’s 

retirement, to the Consolidated Public Retirement Board and the West Virginia Board of Education. A teacher is eligible 

to be employed as a critical needs substitute to fill a vacant position only if the retired teacher’s retirement became 

effective at least 20 days before the beginning of the employment term during which he or she is employed as a 

substitute.  

The Hancock County Board of Education shall cooperate with the State Board of Education to verify the county’s 

compliance with the requirements of this code section and verify the eligibility of the critical needs substitute teacher 

(i.e., adoption of local policy, prior electronic posting of position opening, retirement date effective at least 20 days prior 

to school term, continuous and ongoing posting seeking fully certified non-retired teacher, and absence of a non-retired 

teacher who holds certification and training in the required area) and shall likewise submit a copy of the affidavit to the 

Consolidated Public Retirement Board.  

Retired teachers employed as critical need/shortage area substitutes are considered day-to-day temporary, part-time 
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employees. Retired teachers will be employed as a substitute teacher only when no other teacher who holds certification 

and training in the area and who is not retired is available and accepts the assignment. The substitutes are not eligible for 

additional pension or other benefits paid to regularly employed employees and shall not accrue seniority. When a retired 

teacher is employed as a critical needs substitute, the county board shall continue to post the vacant position until it is 

filled with a regularly employed teacher who is fully certified or permitted for the position. The position vacancy shall be 

posted electronically and easily accessible to prospective employees.  

 

Any person who retires and begins work as a substitute teacher under West Virginia Code § 18A-2-3(c) and this policy 

within the same employment term shall lose those retirement benefits attributed to the annuity reserve, effective from the 

first day of employment as a retiree substitute in such employment term and ending with the month following the date the 

retiree ceases to perform services as a substitute.  

 

A substitute teacher, who has been assigned as a classroom teacher in the same classroom continuously for more than 

one-half of a grading period and whose assignment remains in effect two weeks prior to the end of the grading period, 

shall remain in the assignment until the grading period has ended, unless the principal of the school certifies that the 

regularly employed teacher has communicated with and assisted the substitute with the preparation of lesson plans and 

monitoring student progress or has been approved to return to work by his or her physician.  

 

This policy is in effect beginning with the 2016-17 school year only and is subject to annual renewal by the county board 

of education and approval by the West Virginia Board of Education. The provisions of West Virginia Code § 18-2-3(c), 

shall expire on June 30, 2017.  

 

State Board Approval  

 

The Superintendent shall cause a copy of this policy to be transmitted to the West Virginia State Board of Education for 

its approval prior to employment of a retired teacher as a substitute beyond the period now permitted without affecting 

the retired teacher’s monthly retirement benefit.  

 

This policy shall be reviewed annually.  

 

 

Date Adopted:    

Date Amended:  9/28/15; 9/26/16 

Date Reviewed:  

 

State Board Approved:   11/09/16  
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

MENTOR TEACHERS 

 

Comprehensive system for teacher induction and professional growth. 

The intent of the WV Legislature is to allow for a multistep statewide implementation of a comprehensive system of 

support for building professional practice of beginning teachers, specifically those on the initial and intermediate 

progressions, consistent with sound educational practices and resources available. In this regard, it is the intent of the 

Legislature that the transition of schools and school systems to a comprehensive system of support that includes support 

for improved professional performance targeted on deficiencies identified through the evaluation process will be 

implemented concurrent with the first year that a school or system receives final evaluation results from the performance 

evaluation process pursuant to section two of this article.  

Further, because of significant variability among the counties, not only in the size of their teaching force, distribution of 

facilities and available resources, but also because of their varying needs, the Legislature intends for the implementation 

of this section to be accomplished in a manner that provides adequate flexibility to the counties to design and implement 

a comprehensive system of support for improving professional performance that best achieves the goals of this section 

within the county.  

Finally, because of the critical importance of ensuring that all teachers perform at the accomplished level or higher in the 

delivery of instruction that at least meets the West Virginia professional teaching standards and because achieving this 

objective at a minimum entails providing assistance to address the needs as indicated by the data informed results of 

annual performance evaluations, including the self-assessed needs of the teachers themselves, the Legislature expects the 

highest priority for county, regional and state professional development will be on meeting these needs and that the 

transition to a comprehensive system of support for improving professional practice will reflect substantial redirection of 

existing professional development resources toward this highest priority. 

The Hancock County Board of Education believes in the value of developing and nurturing beginning teachers. Every 

person, beginning July 1, 1992, to whom a professional teaching certificate is awarded by the West Virginia Department 

of Education, shall be required to successfully complete an internship program, under the supervision of a mentor teacher 

and professional support team as defined below. An exception is given to those persons who were awarded a professional 

teaching certificate on the basis of having five (5) or more years of teaching experience in another state.  The 

Mentor/Mentee Program has been established to provide the mentee guided personalized assistance through the first year 

of employment.  An educator in a new assignment may also be included in the program. 

Program Requirements 

The Board shall provide a professional support team for those newly hired teachers requiring an internship program 

according to the following guidelines: 1) the school principal shall be the chair of the professional support team  2) a 

member of the county professional staff development council  3) an experienced classroom teacher at the school who 

teaches the same or similar subject and grade level as the beginning teacher (if possible), and who shall serve as a mentor 

for the beginning teacher.  The mentor is an experienced successful teacher who advises and assists the mentee 

(beginning teacher). Mentors shall exhibit qualities of excellence in education.  

An orientation program for the beginning teacher shall be conducted prior to the beginning of the instructional term, but 

within the employment term, and supervised by the mentor teacher.  

 

Joint planning periods, when possible, shall be scheduled for the mentor and mentee throughout the school year. 
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When possible, the mentor shall observe the mentee’s classroom teaching skills for at least one (1) hour per week during 

the first half of the school year. Observation time may be reduced at the discretion of the mentor to one (1) hour every 

two (2) weeks during the second half of the school year.  

 

Weekly meetings between the mentor and the beginning teacher shall occur at which the mentor and the mentee discuss 

the performance of the beginning teacher and any needed improvements. These meetings may be reduced, at the 

discretion of the mentor, to biweekly meetings during the second half of the school year 

 

Monthly meetings of the professional support team shall occur to discuss the performance of the beginning teacher. 

These meetings may include all mentor members of all professional support teams at the school if helpful in the judgment 

of the participants.  

 

In-service professional development program shall be provided through the professional development project of the 

center for professional development for beginning teachers and for mentors, both of which will be held in the first half of 

the school year.  

 

The mentor teacher shall be released from regular duties, as agreed to by the principal and the mentor teacher, and 

receive a yearly stipend of at least $600 for duties as a mentor teacher. The employee must have on file a signed contract 

of employment for extra-curricular duty assignment.  When possible, teacher mentor/mentees will be assigned within the 

same school.  In addition, consideration for placement will be given based upon grade level and subject area taught. 

 

The principal maintains sole responsibility for formal performance evaluation of the beginning teacher. 

 

The provisions of this policy do not operate to guarantee contract renewal or employment of any teacher by the County 

Board of Education (18A-2-8).   

 

 

Date Adopted:  6/27/94 

Date Amended:  9/24/01; 2/11/08; 01/09/17 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

PROFESSIONAL STAFF TRAINING, WORKSHOPS and CONFERENCES 
 

The Board of Education recognizes that school personnel may occasionally attend conferences, workshops, seminars, or 

other activities on their own or with a school team which will directly improve their professional skills. Requests for 

attendance to such meetings, as well as traveling on Board business, must be approved by the employee's immediate 

supervisor and then submitted and approved by the superintendent or designee at least five (5) days in advance of the 

event. Any leave beyond five (5) school days must be submitted one month in advance. 

 

The professional learning must be relevant to: 

 

Educational priorities for West Virginia to include, but not be limited to implementation of regulations, trends, 

and issues at the local, regional, state, national, and global levels, such as multicultural education, new 

instructional materials education, implementation of a monitoring system of student learning, learning skills, and 

AIDS education;   

The areas of study in which they are currently teaching; 

The teaching strategies appropriate to those areas of study; 

Classroom management skills;   

Techniques appropriate for learners with various exceptionalities and learning styles; 

Alignment of instructional goals and objectives with effective strategies, methods and/or techniques; or 

Student and program evaluation methods and instruments (policy 2510). 

 

Pre-payment for travel expenses may be provided upon approval by the superintendent or designee for the following items: 

 

 Commercial fares as specified and supported by documentation.  

 Registration and/or conference fees as specified and supported by documentation. 

 Lodging -reservations as specified and supported by documentation  

 Meals, mileage and incidentals will be reimbursed in compliance with HCBoE’s travel policy. 

 

Actual costs in excess of the pre-payment will be reimbursed to personnel upon completion of proper forms and 

documentation.  

 

 

Date Adopted:  11/27/73 

Date Amended:  8/13/73; 1/23/78; 10/23/95; 9/24/01; 1/09/17 

Date Reviewed:  7/01/85; 12/11/00; 3/25/08 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 

            

ADMINISTRATORS’ TRAINING, WORKSHOPS and CONFERENCES 
 

The Board of Education recognizes that administrators may occasionally attend conferences, workshops, seminars, or 

other activities, which will directly improve their professional skills. Requests for attendance to such meetings, as well as 

traveling on Board business, must be approved, in advance, by the superintendent. 

 

Travel expenses may be paid in advance, with the approval of the superintendent, by processing a purchase order, a 

check, or applying the fee on a credit card issued to Hancock County Schools.  Expenses authorized for advance payment 

include: 

 

1. Commercial Travel Fare  

2. Registration and/or Conference Fee 

3. Lodging 

 

Expenses of transportation, registration, transportation, lodging, meals and other incidentals will be reimbursed by the 

district from the general current expense fund in compliance with the travel policy. 

 

Although it is recognized that administrators of Hancock County Schools should make every effort to stay abreast of the 

latest thinking and methods in education.. Administrators will be required to attend periodic in-service workshops 

sponsored by the district and/or RESA 6 to improve skills in personnel management, supervision, and improvement of 

instruction; public relations; and other aspects of school management. 

 

 

Date Adopted:  11/27/73 

Date Amended:  8/13/73; 1/23/78; 10/23/95; 8/27/01; 12/12/16 

Date Reviewed:  7/01/85; 11/13/00; 4/08/13 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

PROFESSIONAL STAFF CONTINUING EDUCATION 
 

County boards of education are required to provide to all professional personnel at least 18 hours of professional learning 

annually and the school calendar must be developed in such a manner that the requirement can be met during the 

minimum 200-day employment term. All professional personnel are required to complete the number of hours of 

professional learning provided each year by their respective county boards.  

 

The Board of Education is required to see established a Professional Staff Development Council in accordance with rules 

adopted by the State Board of Education.  

 

 The council shall be comprised of representation from all school levels, career technical education, 

special education and other specialties in proportion to their employment numbers in the county. 

Nominations of instructional personnel to serve on the council may be submitted by the faculty senates of 

the district to the superintendent or designee who shall prepare and distribute ballots and tabulate the 

votes of the counties instructional personnel voting. 

 The council shall be composed of nine to fifteen members at the discretion of the superintendent and 

based on the size of the county. 

 Election to Professional Staff Development Council shall be made on a staggered three (3) year 

sequence. No staff development council member may serve more than two (2) consecutive terms. 

Vacancies occurring during an elected term will be filled by the Professional Staff Development Council 

according to the representation above until the next election. 

 The council has final authority to propose staff development programs for their peers based upon rules 

established by statute. 

 The superintendent or designee has an advisory, nonvoting role on the council. 

 The Board of Education shall make available an amount at least equal to one-tenth (.1) of one percent 

(1%) of the amount provided in the basic foundation allowance to the Board pursuant to §18-9A-4 and 

§18A-4-1, et seq., Code of West Virginia. The funds shall be credited to an account to be used by the 

Professional Staff Development Council to fulfill its objectives. 

 At the end of each fiscal year, the council shall report to each faculty senate chairperson the amount of 

funds carried over into the next fiscal year. 

                                                                          
SBP 5500-Professional Development for West Virginia Educator 

 

 

Date Adopted:  1/09/17 

Date Amended: 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

PAYMENT TO PROFESSIONAL STAFF for TUITION REIMBURSEMENT  
 

Federal Title I and II, and Special Education funds may be available to Hancock County Schools for the purpose of 

providing educational expense reimbursement to educators teaching in Hancock County Schools. Reimbursement will 

only be issued for courses leading to certification or endorsement in identified areas of need.  

 

Reimbursement Procedures  

 

1. Applicants must first apply to the West Virginia Department of Education for reimbursement per West 

Virginia State Board of Education Policy 5202.  Upon written verification of depletion of State funding, 

applicants may apply to Hancock County School’s Office of Assistant Superintendent for reimbursement 

through Title I, II or Special Education funds.  A copy of the denial must accompany the application. 

  

2. Priority will be given to teachers employed on a permit.   

 

3. Courses eligible for reimbursement must be in the core content area and must support the individual’s 

acquisition of certification in an area that has been identified as an area of need. 

 

4. Individuals qualifying under section 1 and 2 of this policy may seek   reimbursement for a maximum of six 

(6) credits during the fall semester and six (6) credits during the spring semester. Payment for allowable 

expenses shall be made as reimbursement for the tuition, registration and other required fees. Non-allowable 

expenses include travel, books, parking, loans, meals, and housing. All other expenses are subject to the 

discretion of the Assistant Superintendent. Request for reimbursement of funds must be made within the 

same fiscal year and/or within 30 days of the end of the semester. 

 

5. The application must be properly completed and submitted with transcript(s), receipt(s), and the denial letter 

from the West Virginia Department of Education to the Office of Assistant Superintendent on or before the 

last day of May.  Following this deadline, the applications will be reviewed for approval by the 

Superintendent/Assistant Superintendent or designee.  

                                                                                                                 

6. The courses must be completed through an accredited college or university. Courses completed at out of state 

or private institutions will be reimbursed at cost up to the highest rate charged at a State of West Virginia 

college or university.  

 

7. In order to receive reimbursement for undergraduate courses, the individual must have a letter grade of an A, 

B, or C. The individual must have a letter grade of an A or B to receive reimbursement for a course at the 

graduate or doctorate level.  

 

8. Reimbursement request will be honored by Hancock County Schools, subject to available funding, for 

qualifying applicants who are denied payment by WVDE due to lack of funds.  

 

This policy was developed in compliance with IRS Publication 15-B (2010), Employees Tax Guide to Fringe 

Benefits which states that the first $5,250.00 of tuition reimbursement is to be excluded from an employees’ taxable 

compensated income.    The Hancock County Board of Education will include as a fringe benefit any reimbursement  

above $5,250.00 paid by the Board of Education as taxable compensated income on the employee’s W-2.  Recipients  
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are responsible for reporting any tuition reimbursements that may constitute taxable income above the $5,250.00 

threshold.  Recipients are advised to discuss their individual tax situations with a tax professional. 

 

Requirements 

 

1. Individuals accepting tuition reimbursement must agree to remain under contract, assigned to the identified 

area of need, with Hancock County Schools for a minimum of three consecutive school years following 

completion of certification or advanced degree.     

 

2. Those who terminate their employment contract within this period, who do not complete certification or 

advanced degree, or transfer out of identified area of agreement, will be required to repay the tuition funds 

reimbursed. 

 

3. The Finance Department shall issue a bill requiring payment in full within 60 days of anyone that breaks the 

contractual agreement of service in designated area or system. 

 

 

Date Adopted:  1/09/06 

Date Amended:  2/28/06; 4/16/10; 7/08/13; 1/09/17 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

STAFF SCHEDULES AND CALENDARS 
 

The purpose of this policy is to ensure that the Hancock County Board of Education, hereinafter referred to as the Board, 

complies with the overtime provisions of the Fair Labor Standards Act (FLSA), regulations of the U.S. Department of 

Labor, Employment Standards Administration, Wage, and Hour Division, and all applicable state statutes and regulations 

related to the compensation of full-time and part-time employees. 

 

General 

 

All employees of the Board are expected to work their scheduled work week and specified work hours.  Based upon an 

employees’ position with the Board of Education, employees are to work the following workday/week: 

 
Fulltime: 

            Professional/non administrative*…... 7.5 hour day/37.5 hour week 

            Professional/administrative*..……… 8 hour day/40 hour week 

            Secretary (all)………………………….. 8 hour day/40 hour week 

            Custodial…………………………….. 8 hour day/40 hour week 

            Maintenance …..……………………. 8 hour day/40 hour week 

            Account payable/secretary…………… 8 hour day/40 hour week 

            Clerk/computer operator…………….. 8 hour day/40 hour week 

            Mechanic……………………………. 8 hour day/40 hour week 

            Payroll coordinator………………….. 8 hour day/40 hour week 

            Warehouse/mailperson…………….… 8 hour day/40 hour week 

            Food truck driver…………………….. 8 hour day/40 hour week 

            Aide …..……………………………... 7 hour day/35 hour week 

            Autism mentor………………………... 7 hour day/35hour week 

            Cook…………………………………. 7 hour day/35 hour week 

            Bus driver……………………………. 7 hour day/35 hour week 

            Bus driver……………………………. 5.75 hour day/28.75 hour week 

 

Halftime: 

            Professional/non administrative*….. 3.5 hour day/17.5 week 

            Professional/administrative*………. 3.5 hour day/17.5 week 

            Secretary (all)…………………….... 3.5 hour day/17.5 week 

            Custodial………………………….... 3.5 hour day/17.5 week 

            Food truck driver…………………... 3.5 hour day/17.5 week            

            Aide (all)………………………….... 3.5 hour day/17.5 hour week 

            Autism mentor……………………    3.5 hour day/17.5 hour week 

            Cook……………………………….. 3.5 hour day/17.5 hour week 

            Bus driver………………………..… 2.75 hour day/13.75 hour week 

 

The length of the school day for licensed and professional staff will be a minimum of seven and one-half hours and will 

continue until professional responsibilities to students are completed.  Administrative meetings, curriculum development, 

student supervision, assigned duties, parent conferences, group or individual planning and extra-curricular activities may 

require hours beyond the stated minimum. 

 

*Work schedules for all other employees will be defined by the superintendent or his/her designee and will be consistent 

with the Fair Labor Standards Act, West Virginia statutes, and provisions of this policy. 

 

Non-exempt employees are not permitted to volunteer to perform services for or on behalf of the school system if the 
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volunteer duties involve the same types of duties that the employees normally perform as a part of their regular duties for 

the school district.  Further guidance and a volunteer form are provided in Subsection C.1 and C.2 following this policy. 

 

Work Week 

 

For purposes of the Fair Labor Standards Act, the workweek for all employees of the Board is defined as beginning at 

12:00 a.m. on Monday and ending at 11:59 p.m. on Sunday. 

 

Working hours for all non-exempt employees of the Board under the Fair Labor Standards Act will conform to federal 

and state laws and regulations, including the Fair Labor Standards Act. All employees classified as professional 

employees will be considered exempt. 

 

Below is a list of all employee positions of the Board and whether each is exempt or non-exempt for purpose of the Fair 

Labor Standards Act: 

                               

EXEMPT/PROFESSIONAL NONEXEMPT/SERVICE  

Superintendent                       

   

Aides     General Maintenance        

Assistant Superintendent          

  

Bus Drivers  Carpenters 

Directors                            

   

Clerks       Computer Operators       

Coordinators    Cooks          Custodian (all) 

Counselors    Electricians   Electronic Technicians 

Teachers    Grounds-men   HVAC Technicians 

Professional Accountants         

     

Handymen    Locksmiths 

Psychologists                            

  

Masons      Mechanics 

Attendance Officer                 

  

Multi-Skilled  Painters 

Physical/Occupational 

Therapists  

Plumbers        Operations Chiefs 

Athletic Trainers   Secretaries     Truck Drivers 

Technology Systems Specialists  Mailperson    Warehouse Clerks 

Administrators   

 

 

Attendance Expectations 

 

All employees are expected to be present during their scheduled working hours. Absence without prior approval, chronic 

absences, habitual tardiness or abuses of designated working hours are all considered neglect of duty and will result in 

disciplinary actions, up to and including dismissal, unless otherwise required by state or federal law. 
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Non-exempt employees, except bus drivers, who have not been granted prior approval by appropriate authority to work 

overtime may not sign in and begin work earlier than three minutes before their scheduled starting time and must curtail 

their work and sign out within three minutes following their scheduled ending time.  Employees may not take work from 

their specified work locations to be completed after work hours at home or another location without the written 

permission of their immediate supervisor.  Failure to comply with this requirement may result in disciplinary actions, up 

to and including dismissal. 

 

Because of changing weather, road conditions, or in order to accommodate school activities, bus drivers’ daily starting 

and ending time may vary.  The bus drivers’ paid time will begin when the drivers arrive at the location where their bus is 

parked and they begin preparing the buses to make their runs.  The drivers’ paid time will end when the buses are parked 

at the conclusion of the run and the post check of the buses are complete.  If the changes in the starting or ending time 

require a driver to exceed his/her daily contracted hours, then permission must be granted by the immediate supervisor.  

Due in part to the extensive variation involved with driving a bus, drivers will be responsible for coming to work in time 

to perform their pre-trip inspection, attend meetings requiring their presence, and getting their buses prepared for travel 

over the roadways.  Prior approval will not be required but should be sought whenever possible.  Furthermore, abuse of 

this system will not be tolerated and can result in disciplinary action, up to and including discharge.  

 

Time and Attendance Reports 

 

Every employee classified as non-exempt is required to complete a time sheet for each week worked during the 

employee’s employment term, reflecting the actual starting and ending times for each day worked and the total time 

worked.  This time sheet shall include the employee’s verification that the time sheet is an accurate statement of hours 

worked.  The employee and the employee’s immediate supervisor will each sign the time sheet and initial the report. 

 

Employees classified as professional personnel are not required to file weekly time sheets, but must indicate days present 

and absent on the payroll report and initial the report. 

 

Overtime and Compensatory Time 

 

The Board discourages overtime work by non-exempt employees unless absolutely necessary. 

 

A non-exempt employee shall not work overtime without the prior expressed approval of his/her supervisor and Assistant 

Superintendent or Designee.   A form for overtime is provided following this policy. 

 

Coordinators, Directors, Principals, Administrators and Assistant Superintendent or Designee must monitor overtime use 

on a weekly basis to ensure that all overtime worked is necessary.  With the mutual agreement of the employee and the 

immediate supervisor, as required by the provisions of West Virginia Code §18A-4-8a (8) and §18A-4-8 (d), work 

schedules may be adjusted within a workweek to preclude the need for overtime.  This is considered an adjusted 

workweek and would not be recorded as overtime, as long as the hours worked during the workweek do not exceed 40. 

 

In computing the 40-hour workweek for overtime purposes, only actual hours worked will be counted.  Time taken off 

work on paid or unpaid leave, including personal, sick, or military leave, vacation, time off without pay, jury duty, or 

other absences from work, whether approved or unapproved, outside school environment days, and days canceled due to 

inclement weather (snow days) will not be counted as hours worked. 

 

Coordinators, Directors, Principals, Administrators and Assistant Superintendent or Designee, at his/her discretion, may 

declare work needed outside a non-exempt employee’s scheduled work day or work week as an emergency.  Work 

declared as an emergency will be paid at the employee’s overtime rate for the hours worked. 

 

All 261 day exempt and non-exempt employees will report to work as scheduled on closed days.  All 261 day employees 

may schedule outside school environment (OS) days with the approval of the immediate supervisor.   
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Coordinators, Directors, Principals, and Administrators, with the approval of the Assistant Superintendent or Designee 

may request other non-exempt employees to work hours when school is closed due to inclement weather.  Hours worked 

by these non-exempt employees on such days will be paid at the employees’ overtime rate. All employees will report to 

work when needed and as directed to ensure fulfillment of their contracts without receiving overtime payment. 

 

In the event of a 2 (two) hour delay, all employees, exempt and non-exempt, may be required to report as regularly 

scheduled when notified by the Superintendent or Designee. Some non-exempt classifications may be required to report 

on time or at a time less than a two-hour delay, without additional compensation, to allow for the orderly operation of 

schools (e.g., central kitchen cooks, custodians.)   

 

Non-exempt employees, other than 261s,  reporting to work under a two hour delay when school is further cancelled for 

the day and required to continue work, will be paid from the time of the cancellation until no longer required to work 

following pay procedures of this policy. 

 

On days when school is dismissed before the regular dismissal time, the Superintendent may declare a time following the 

dismissal for students when employees may also be dismissed.  Non-exempt employees scheduled to work the afternoon 

or night shift will report to work as regularly scheduled, unless otherwise notified by immediate supervisor. 

 

Compensatory time in lieu of the payment of overtime will not be a part of this policy and will not be approved. 

 

Pursuant to the provisions of West Virginia Code §18A-4-8a (6), any service personnel who is required to work on any 

legal school holiday as described in West Virginia Code §18A-5-2, shall be paid at a rate of one and one-half times the 

employee’s usual hourly rate. 

 

Pursuant to the provision of West Virginia Code §18A-4-8a (7) any full-time service personnel who is required to work in 

excess of his/her normal working day during any week which contains a school holiday shall be paid at a rate of one and 

one-half times the employee’s usual hourly rate for the additional hours or fraction of additional hours worked. 

 

Pursuant to the provision of West Virginia Code §18-4-8 (e), an employee whose regular work week is scheduled from 

Monday through Friday and agrees to perform any work assignments on a Saturday or Sunday is to be paid for at least 

one-half day of work for each day he or she reports for work, and if the employee works more than three and one-half 

hours on any Saturday or Sunday, the employee is to be paid for at least a full-day of work. 

 

NOTE: In computing the overtime rate for a workweek in which this provision applies, only the actual hours 

worked on a Saturday or Sunday and the pay related to those hours will be included in the overtime 

computations. The pay for hours not actually worked will be paid at the employee’s regular rate. 

 

Computation of Overtime Pay 

 

In computing the total number of overtime hours worked, time worked will be rounded to the nearest fifteen-minute 

increment.  For example, one hour and 7 minutes will be rounded to one hour (1.0 hour)and one hour and 8 minutes will 

be rounded to 1 hours and 15 minutes (1 and ¼ hour). 

 

Overtime compensation will be paid at the rate of one and one-half times the employee’s regular rate of pay for each hour 

worked in excess of 40 during a workweek or for any situation described previously.  Generally, the regular rate will 

include all compensation earned by the employee during the workweek divided by the total number of hours worked. 

 

In situations where an employee performs two or more different duties during the workweek with differing regular 

compensation rates, such as his/her regular duty and an extra-curricular and /or extra-duty assignment or when an 

employee takes a move up to fill in for an absent employee, compensation will be computed by taking the weighted 

average of all jobs performed during the workweek.  To find the weighted average, determine the employee’s total  
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earnings for the week and divide this total by the total number of hours worked on all jobs.   Once the weighted average 

has been determined, overtime will be calculated at one and one-half times this average. 

 

Violations 

 

Any exempt or non-exempt employee, who violates any provision of the board’s overtime policy, or any regulations or 

procedures related thereto, may be subject to disciplinary actions, up to and including dismissal. 

 

 

Date Adopted:  12/5/05 (effective 1/1/06) 

Date Amended:  3/13/06; 9/8/14; 6/29/15; 9/12/16 

Date Reviewed:   
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The above Policy Statement is an integral part of the Official Policy Manual of this Board of Education as of the date shown adopted. 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

EVALUATION OF PROFESSIONAL STAFF 

 

Policy 5310, establishes the process for evaluation of the employment of professional personnel that shall be applied 

uniformly statewide.  The Hancock County Board of Education, through the powers derived from the West Virginia 

Code, is responsible for the employment and discharge of all personnel. To carry out this responsibility, it delegates to 

the Superintendent the function of establishing and implementing a program of personnel assessment. 

This evaluation policy has five major purposes: 

1. To promote professional growth and development that advances student learning 

2. To define and promote high standards for professional personnel and their performance 

3. To provide data that indicates the effectiveness of professional personnel as one basis for sound personnel 

decisions 

4. To provide data for educator preparation programs to identify areas of need and guide program improvement; 

and, 

5. To establish county and school evaluation data that serve as a basis for professional learning that specifically 

targets the area(s) identified for professional growth. 

All evaluators shall be trained in management and evaluation skills in the current system. The Center for Professional 

Development and the State Board of Education shall provide education and training in evaluation skills to administrative 

personnel who will conduct evaluations.   

Principles of Operation 

County administrative procedures for conducting employee evaluations shall include the identity of the immediate 

supervisor who conducts the observations and evaluation, and the process to be used in improving an employee’s 

performance based on the evaluation results. 

All monitoring and/or observations of the employee shall be conducted openly. 

An employee whose performance evaluation is rated unsatisfactory shall be given an opportunity to correct the 

deficiencies. 

The administrative procedures shall be implemented in conformity with grievance and other due process requirements. 

An orientation shall be convened for all employees at the beginning of the employment period to insure that all 

employees have a full understanding of the evaluation policy and procedures. Each employee shall be provided access to 

the instruments and procedures. 

To insure that all employees have a meaningful opportunity to implement the evaluation policy and procedures, 

appropriate time for collaboration during the school day shall be provided. 

Rating Structure: 

1. The four (4) performance rating categories in the educator evaluation system for the performance and student 

growth standards are: 
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 Distinguished -- Performance which is consistently exceptional. 

 

 Accomplished -- Performance which demonstrates mastery of the standard. 

 

 Emerging -- Performance which meets the basic standard and has an opportunity for professional 

growth. 

 

 Unsatisfactory -- Performance which does not meet the basic standard. 

 

2. The three (3) performance rating categories on the personnel evaluation form for employees for the professional 

conduct standard are: 

 

 Meets standard 

 Below standard 

 Unsatisfactory 

 

3. The four (4) performance rating categories on the personnel evaluation form for employees are:  

 

 Exemplary -- Performance is consistently exceptional in meeting performance criteria demonstrated 

by providing extraordinary opportunities for student success through instructional strategies that 

confirm the teacher’s expertise and the ability to reach all students. 

 

 Exceeds Standards -- Performance is consistently above average in meeting performance criteria 

demonstrated by going beyond the established standards and instructional practices in reaching all 

students. 

 

 Meets Standards -- Performance is consistently adequate in meeting performance criteria. 

 

 Unsatisfactory – Performance is not consistently acceptable in meeting performance criteria. 

 

 Educator Evaluation: 

Self-reflection -- Educators shall complete an annual self-reflection based upon the standards on or before October 1. 

Evaluators review the educator self-reflection which is transmitted electronically by educators. Evidence is utilized to 

support performance level determination for a distinguished rating or if an evaluator disagrees with the self-reflection 

rating. 

 

Goal Setting – Educators shall complete the goal setting process on or before November 1. Teachers of non-tested grades 

and subjects, school leaders and counselors develop two (2) goals and submit them electronically to their evaluator for 

review. Teachers of tested grades and subjects are not required to develop or submit goals. These teachers still have the 

option to develop and submit goals if the teacher chooses to do so.  

 

Educators shall complete one (1) summative evaluation each year.   

All teachers shall participate in an annual summative evaluation conference on or before the teacher’s final day in the 

classroom for the school year, OR on or before June 15 of the school year (whichever occurs first).  The evaluation is 

recorded in the online evaluation system. 

1. Eighty percent of the educator evaluation shall be based on an appraisal of the educator’s ability to perform the 

established professional standards. Five percent of the evaluation shall be based on student growth measured by 

the school-wide score on the state summative assessment.  
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2. Beginning in the 2015-2016 school year, for educators who teach in tested grades and subjects (for which two 

consecutive years of summative assessment data is available), student growth shall be determined by the 

statewide summative assessment results as measured between two points in time. For all other educators, 

progress toward meeting the two (2) student learning goals shall be measured using formal and/or teacher-created 

assessments.  

Plans to Support Continuous Improvement: 

A Plan to Support Continuous Improvement shall be developed by the evaluator and the educator when an educator's 

performance indicates an area of concern and/or is unsatisfactory in any area of the educator’s responsibilities. There are 

two types of plans: 

1. The Focused Support Plan -- A proactive measure that supports individual improvement and professional 

growth. The focused support plan may commence only after a purposeful conversation between the educator and 

the evaluator, and when there is documented evidence indicating an area of concern based on one or more of the 

performance standards, and after a minimum of one (1) observation is complete for the educator. The focused 

support plan, and its implementation, is an improvement process between the educator and the evaluator.  The 

Focused Support Plan spans at minimum nine (9) weeks and may commence at any time during the school year 

and may be repeated once per plan.  

The Focused Support Plan must include the following essential components: (a) identified area of concern with 

reference to the standards to be addressed, (b) expectations for change, (c) nine week timeline for 

implementation, and (d) resources for support. 

The following supports may be considered to meet individual needs: (a) professional learning, (b) 

coaching/instructional support, (c) mentoring, (d) peer observation, (e) programs of study, and (f) other supports 

and resources. 

The Focused Support Plan enacted for an educator may address an area of concern involving student learning 

goals when in conjunction with one or more of the performance standards. School-wide student growth 

performance levels cannot be considered in a focused support plan. 

At the conclusion of the nine (9) week Focused Support Plan, if evidence demonstrates that the standard has been 

met, then the plan is successfully completed. If evidence demonstrates that adequate progress has been made but 

the standard has not been met, the focused support plan will continue for a second nine (9) week period. In the 

event of inadequate progress on the standard related to the area of concern, an evaluation will be completed and a 

Corrective Action Plan will be initiated.  

 If an educator transfers within the County or to any other county within the State during the implementation of a 

Focused Support Plan, the existence of a Focused Support Plan shall be noted in the online system. The new 

supervisor will conduct a conference and an observation of the educator to determine the need and parameters of 

a continued Focused Support Plan. 

 

2. Corrective Action Plan -- The Corrective Action Plan is initiated when a focused support plan results in 

inadequate progress and when an evaluation is completed that shows unsatisfactory performance based on one or 

more of the standards OR when certain instances of misconduct as specified in West Virginia Code §18A-2-8  

may require immediate action and/or a Corrective Action Plan. The Corrective Action Plan may address 

unsatisfactory performance involving student learning goals when in conjunction with one or more of the 

standards. A minimum of one (1) observation must be complete for the educator prior to the beginning of a 

Corrective Action Plan. The Corrective Action Plan spans eighteen (18) weeks and may commence at any time 

during the school year.  

 

The Corrective Action Plan must include the following essential components: (a) identified area of unsatisfactory 

performance with reference to the standard(s) to be addressed, (b) timeline for implementation, and (c) resources 

for support, including referral to other educators. 
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The Corrective Action Plan is determinative and may not be repeated. Evidence of adequate progress must be 

demonstrated by the conclusion of the eighteen (18) week Corrective Action Plan. If evidence does not 

demonstrate that adequate progress has been made at the conclusion of the eighteen (18) week period, 

termination for unsatisfactory performance shall ensue. The area of unsatisfactory performance guides the choice 

of evidence within a Corrective Action Plan that may include observation if appropriate. 

If an educator transfers within the County, as determined by County policy, or to any other county within the 

State during the implementation of a Corrective Action Plan, the plan is noted in the online system and 

transferred to the new supervisor for continuation. 

Unsatisfactory Professional Conduct 

Unsatisfactory performance in any area of the Professional Conduct Standard results in an unsatisfactory rating of the 

standard. Certain instances of misconduct as specified in West Virginia Code §18A-2-8 may require immediate 

disciplinary action and/or a Corrective Action Plan. 

 

Instances of unsatisfactory Professional Conduct not specified in West Virginia Code §18A-2-8 shall result in either a 

Focused Support Plan or Corrective Action Plan determined at the discretion of the evaluator. 

 

Date Adopted:  10/13/14 

Date Amended:  01/09/17 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 
 

 

ADMINISTRATIVE STAFF REDUCTION IN FORCE LATERAL POSITIONS 

 
As required by WV Code § 18A-4-7a, the Board hereby finds that the professional positions listed below shall be 

considered lateral positions during a reduction in force. In making these findings, the Board has given consideration to 

the rank of each position in terms of title; nature of responsibilities; salary level; certification; licensure or both; and days 

in the period of employment: 

 
The position of Assistant Superintendent shall be considered lateral to the position of Assistant 

Superintendent. 

 

Except for the position of Career and Technical Center Director (addressed below), the position of 

Director shall be considered lateral to the position of Director. 

 

The position of Coordinator shall be considered lateral to the position of Coordinator. 

 

The position of High School Principal shall be considered lateral to the position of High School 

Principal. 

 

The position of Middle School Principal shall be considered lateral to the position of Middle School 

Principal. 

 

The position of Elementary School Principal shall be considered lateral to the position of Elementary 

School Principal. 

 

The position of Career and Technical Center Director shall be considered lateral to the position of Career 

and Technical Center Director. 

 

The position of Assistant High School Principal shall be considered lateral to the position of Assistant 

High School Principal. 

 

The position of Assistant Middle School Principal shall be considered lateral to the position of Assistant 

Middle School Principal. 

 

The position of Assistant Elementary School Principal shall be considered lateral to the position of 

Assistant Elementary School Principal. 

 

The position of School Nurse shall be considered lateral to the position of School Nurse. 

 

 
Date Adopted:  7/08/13 

Date Amended:  1/09/17 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

AUTISM MENTOR QUALIFICATIONS AND REQUIREMENTS 

 
The Hancock County Board of Education is mandating standards for Autism Mentor, a service personnel classification 

per WV Code §18-2-5 and §18A-4-8. 

 
Standards and Experience 

 

1. Meet the qualifications of "Aide III" as delineated in W. Va. Code §18A-4-8 and verified by the Personnel 

Director or Assistant Superintendent. 

 

2. Successful completion of a staff development program related to providing instructional supports to students with 

autism as determined by the West Virginia Department of Education (WVDE) and delineated in the WVDE’s 

Guidelines for Best Practices Autism Spectrum Disorders: Services in West Virginia Schools. This standard must 

be verified by the WVDE. 

 

    For each hour of training completed,   one-half point per hour will be awarded by the WVDE.  

    A minimum of 15 points (or 30 hours of training) must be earned and verified in order for a candidate 

to meet this requirement.  

    Training is required on the use of restraint and must include prevention and de-escalation techniques 

with alternatives to the use of restraint. 

    Training must have been completed within a three year period and documentation submitted to the 

Office of Special Programs for review and consideration.  Training over three years old will not be 

considered. 

    Points awarded for this item will be determined by the Office of Special Programs after proper 

documentation of approved training is submitted to the WVDE.  

    The documentation shall, at a minimum, include the name of training, date of training, number of 

hours, agency providing training and shall include the signature of the training sponsor or designee. 

    Upon completion of the analysis of the documentation submitted, the employee and the Personnel 

Director or Assistant Superintendent will receive a letter verifying whether the state requirements for 

this standard have been met.  

 

3. Two (2) years of successful experience providing classroom instructional supports to a student(s) with autism 

under the supervision of a fully certified special education teacher and verified by the Personnel Director and the 

Director of Special Education. 

 

 A year is defined as a minimum of 133 instructional days in any one school year, verified at the end of 

the school year.    

 

 A student must be an eligible student with autism for the time the aide provided instructional supports in 

order for the experience to be counted. The student’s eligibility as a student with autism is determined 

and documented by the Eligibility Committee (EC) in accordance with West Virginia Board of Education 

Policy 2419: Regulations for the Education of Students with Exceptionalities.   If a student had a change 

in EC determination to or from autism while the aide was providing instructional supports, the aide will 

receive credit only for experience during the time the student was an eligible student with autism as 

determined by the EC.  
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 Dates for the time period for which credit for working with students with autism is requested must be 

documented. The individual seeking certification is responsible for submitting the documentation listed 

below to the Service Personnel Office at the conclusion of each school year.     

 

 A letter from the supervising special educator which includes: 

 

 name(s) of student with autism 

 specific starting and ending dates working with student(s) with autism 

 Explanation of your role and responsibilities in implementing the child’s educational program 

 

 Documentation of this standard is to be kept in the aide’s personnel file. 

 
4. Physical ability and stamina necessary to complete all job tasks, including tasks related to ensuring student 

safety. 

 

 The LEA is responsible for verifying this standard. Hancock County will offer an annual physical fitness 

Assessment designed to measures physical ability, stamina, cardiovascular fitness and strength. 

Documentation of this standard is to be kept in the aide’s personnel file. 

 

Upon completion of the requirements delineated in this policy and when standards have been verified as met, an aide is 

eligible to apply for the position of autism mentor.  

 

To receive the autism mentor pay grade, an aide must be employed in an autism mentor position.     

 
Date Adopted: 

Date Amended:  10/22/07; 6/12/17 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

CLASSIFIED STAFF CONTINUING EDUCATION 

 
The Hancock County Board of Education shall establish a Service Personnel Staff Development Council (SPSDC) and 

shall implement a comprehensive system of staff development.  

Hancock County Board of Education shall schedule annually at least 18 hours of staff development for full-time service 

personnel. Part-time service personnel are required to complete 9 hours of staff development within the days of their 

contract. For full-time employees, at least 12 of the 18 hours must be scheduled prior to January 1st: at least 6 of the 9 

hours for part-time employees must be scheduled before January 1st.  Exceptions to the schedule may be granted by the 

county superintendent for innovative programs. 

 

Attendance at Staff Development 

 
Sign-in sheets will be located at each session or class. Your signature is the only means of verification of your 

attendance. 

 

Service employees must remain for the entire session in order to receive credit for the amount of time allotted. 

 
Recognized reasons for not attending staff development programs are: 

 

 Death of an immediate family member:  

 Hospitalization or severe illness of employee. 

 Jury Duty. 

 

Documentation must be presented for each absence.   IT IS THE RESPONSIBILITY OF THE EMPLOYEE TO MAKE UP 

MISSED HOURS.  Hours missed must be made up and the training or class used for make-up must be pre-approved by the 

council.  

 

A service employee on sick leave MAY NOT attend staff development but WILL BE responsible for all hours missed.  

 

An employee OFF on workers compensation will only be responsible for the staff development offered AFTER he/she 

returns to work. 

 

The Council 

 

 The county Superintendent or his/her designee shall hold an advisory, nonvoting role on the SPSDC 

who shall: 

 Supervise the development of staff development objectives by the SPSDC; 

 Coordinate the implementation of the staff development plan; 

 Disseminate information concerning program objectives, location and time, prerequisites, 

and other pertinent information about staff development offerings; and 

 

Page 1 of 3 



 

File: GDMD 

 

 Maintain records of enrollment, scheduling and evaluation of each staff development 

activity. 

 The SPSDC shall be comprised of two employees from each category of employment: aides, 

custodial, kitchen, maintenance, secretarial and transportation. 

 Nominations of service personnel to serve on the council may be submitted by the six groups 

identified above to the superintendent, who shall prepare and distribute ballots and tabulate the votes 

for the SPSDC. 

 Election to the SPSDC shall be made on a staggered three-year sequence. 

 The SPSDC shall have final authority to propose staff development programs for their peers based 

upon rules established by statute. 

 Every three-years the Council shall evaluate the effectiveness of the SPSD program and activities in 

meeting the needs of service personnel. 

 Employees do not earn staff development hours simply by serving on the SPSDC. 

 

The Staff Development Program 

 

All service personnel shall participate in at least 18 hours of job related staff development each year. Job related means 

that programs available to all service personnel are relevant to (1) their areas of assignment and (2) their job classification 

and job description. The staff development activities should: 

 

 Be based on predetermined needs of service personnel 

 Reflect state and local board of education goals and policies 

 Include activities which provide for individual as well as group needs 

 Include individual, school-level and county-level learning opportunities 

 Take into account employee-suggested presentations 

 Set up programs arranging the time, date and meeting location with the superintendent or designee 

 Include a systematic evaluation process 

 Be approved by the Hancock Board of Education prior to implementation 

 

A service personnel employee in concert with his/her immediate supervisor, may develop an individual staff development 

plan to be used in implementing his/her staff development activities. An employee’s performance evaluation must be 

used in this process. 

 

Employees may earn up to six (6) hours on their own time with prior approval from the SPSDC in order to be off on the 

last continuing education (CE) day as designated in the school calendar for that school year. Staff development may not 

occur outside of a service employee’s contract (e.g., a 200 day employee may not take staff development training in July.) 
 

Staff Development outside Designated CE Days 

 

If an employee desires to obtain his/her last six hours of staff development by attending a training or taking classes 

outside the designated CE days or must make-up missed hours of staff development, the training must: 

 

1. Be preapproved by submitting an application form filled out in detail to the staff development council  

2. Be completed on his/her own time 

3. Pertain to job or position (e.g., secretaries or classroom aides taking computer classes) 
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Funding 

 
The county board shall make available an amount equal to 1/10th of 1% of the amount provided in accordance 

with WV Code 18-9a-5 to be used by the Council to fulfill its objectives. 

Money is not to be spent from staff development funds unless expenditures have been approved by a majority of the 

members of the staff development council. 

 

Detailed information regarding requests for funds must be presented to the staff development council prior to the staff 

development event. 

 

An accounting of funds will be presented at every staff development council meeting. 

 

Fees for job-related CTE classes are the only fees that may be paid by the staff development council with the amount to 

be decided by the council and dependent on the SPSDC’s budget.                                   

Failure to Complete Staff Development Hours 

 
When a service employee fails to complete the designated staff development hours by January 1st and the end of his/her 

contract, he/she is not in compliance with West Virginia State Board Policy 5500.02. 

A warning letter will be issued to all service employees not in compliance with the aforementioned policy’s January 1st 

deadline of having completed 12 hours as a full-time employee or 9 hours as a part-time employee. 

A letter of reprimand will be issued to all service employees not in compliance with the aforementioned policy’s end of 

the employee’s contract deadline of having 18 hours as a full-time employee or 12 hours as a part-time employee. 

A third noncompliance event in regards to policy 5500.02 may result in suspension of the service employee, while a 

fourth noncompliance event may result in a longer suspension or termination from employment. 

Progressive discipline does not begin anew each school year, it is a continuing process (i.e., if an employee receives 

letters of warning and reprimand one year, the next year he/she may receive a letter of suspension for the first 

noncompliance event.)  

 

Date Adopted:  3/08/99 

Date Amended:  7/01; 6/10/13; 12/12/16 

Date Reviewed: 
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The above Policy Statement is an integral part of the Official Policy Manual of this Board of Education as of the date shown adopted. 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

EVALUATION OF SUPPORT STAFF – SERVICE PERSONNEL 
 

The overall purpose of the evaluation process is to promote improvement in performance. Evaluation of employee 

performance will be used first for providing suggestions and assistance to the employee, and secondly for deciding if 

employee performance meets the degree of excellence required for continued employment and/or tenure. 

 

For evaluative purposes, service personnel are divided into two categories: 

 

Continuing Contract Status    

 

Regular service employees in year three or more of employment. Employees shall be appraised on total performance at 

least twice each year. If an ineffective evaluation is received, an improvement plan must be created. 

  

The evaluation by the principal or immediate supervisor shall occur no later than the end of the first semester, as 

determined by the school calendar, and June 1.  

    

Non-Tenured Status (Probationary Contract) 

 

Regular service employees in year zero, one and two of employment. Employees shall be evaluated at least three times 

annually until Continuing Contract status is earned. 

 

The evaluations by the principal or immediate supervisor shall occur no later than December 1, March 1 and June 1.  

 

Definitions  

 

1. Administrator - A principal, county administrator, or their designee with responsibilities for evaluation. 

 

2. Conference - A formal meeting between supervisor and employee or improvement team and employee focusing 

on the discussion of an observation, an evaluation, or an improvement plan. 

 

3. Continuing Contract Status - Employees who have completed the probationary period of employment (years 

zero, one and two) and have signed a continuing contract with the Hancock County Board of Education. 

 

4. Evaluation - A continuing process aimed toward improving job performance. 

 

5. Evaluator - One who observes an employee and evaluates the performance of job duties and tasks and makes 

recommendations as needed. 

 

6. Immediate Supervisor – An administrator who evaluates personnel according to the responsibilities on the 

organizational chart. 

 

7. Improvement Plan - A form to identify areas for improvement and prescribe procedures and time frames to gain 

desired results. 

 

8. Improvement Team - Persons designated by the administrator and employee to serve as a resource for the 

purpose of improving job performance of the employee. 
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9. Instruments - Any printed evaluation form containing the job duties and tasks to be observed and the rating 

system to evaluate the employee's performance. 

 

10. Job Duties and Tasks - Observable indicators of job responsibilities used to rate the performance of an employee.  

 

11. Probationary Employee - Those persons in their first three years of employment with the Hancock County 

Board of Education (i.e., years zero, one and two.) 

 

12. Observation - A formal or informal sampling of the employee's performance on the established job duties and 

tasks for his/her position. 

 

13. Ratings - The system utilized to identify employees’ work performance. The ratings include outstanding, 

effective, ineffective and not applicable. 

 

14. Substitute employee - An employee who is called for assignments when the regular employee(s) is absent, or to 

fill temporarily, positions created by emergencies. A substitute must be evaluated when filling a position for 20 

days or more or after the fifth time working in one location. 

 

Principles of Operation 

Observation and evaluation of employees will be conducted by the immediate supervisor. At the school level, the 

principal is the immediate supervisor of all employees in the building. In county offices, the administrator is the 

immediate supervisor of employees in the department. At all times, it is the obligation of the immediate supervisor to be 

responsible for evaluation of employees. An organizational chart identifies all levels of responsibility. 

 

The Board of Education operates on the assumption that all personnel are expected to be at their work places daily in 

order for the system to operate efficiently and effectively. 

 

Within one month of school beginning, a conference between the immediate administrator and employee(s) will be held 

for the purpose of explaining the evaluation instrument and process.  The employee must sign off that he/she received the 

evaluation instrument as verification that he/she has been notified of duties and tasks to be performed. 

 

Continuing contract employees will be evaluated a minimum of two times a year no later than the end of the first 

semester, as defined by the current school calendar, and June 1. 

 

Probationary contract employees will be evaluated a minimum of three times a year, by December 1, by March 1, and by 

June 1. 

 

The staff evaluation process is to be regarded as a vital link in the communication between evaluator and employee for 

the purpose of improving job performance. 

 

All monitoring or observation of the work of an employee shall be conducted openly. 

 

When an employee's performance is declared ineffective, the employee shall be given the opportunity to correct the 

ineffectiveness; the administration shall give reasonable support necessary to help the employee succeed through an 

improvement plan. 

 

Evaluation results will be used as a basis for making sound personnel decisions. 

Rating Structure 

The following ratings will be used for each performance responsibility. 
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 Outstanding - Indicates that the employee has met the performance of job duties and tasks in an above average 

manner (i.e., at least 90% of all indicators are rated as outstanding; there may not be any Ineffective ratings) 

 

 Effective - Indicates that the employee has met the performance of job duties and tasks as expected (i.e., at least 

90% of all indicators are rated as Effective and/or Outstanding; there may not be 10% or more Ineffective 

ratings). 

 

 Ineffective - Indicates that the employee does not meet the performance of job duties and tasks in an acceptable 

manner (i.e., 10% or more of all ratings are Ineffective or three tasks in one area are rated as Ineffective. A plan 

of improvement must be developed by the evaluator and the employee for an employee rated as Ineffective.  

 

 Not applicable – Indicates particular job duties and tasks are not relevant to the employee’s job. 

 

Evaluation Process 

 

Orientation and Self Improvement - Within the first twenty (20) days of each new employment year, the immediate 

administrator shall inform each service personnel employee under his/her supervision of the purpose, the instrument, and 

the procedure that will be utilized to evaluate his/her job performance. 

 

Observation - By the nature of the job duties and tasks assigned, work areas may be observed daily in the presence of the 

employee or through observation of work productivity.  

 

Evaluation  

 

 At all times, it is the obligation of the immediate supervisor, or designee to be responsible for employee 

evaluation. 

 

 A minimum of three formal written evaluations per year are required for probationary employees. 

 

 A minimum of two formal written evaluations per year are required for continuing contract employees. 

 

 Evaluations should be based on the sum total of all observations of job duties and tasks. 

 

 A conference to discuss ratings must be held within 5 days of each evaluation. 

 

 An improvement plan shall be written by the evaluator for areas in which the employee needs improvement. The 

improvement plan must state areas for improvement, suggestions for improving, and a time frame for 

accomplishment. 

 

 The employee has the right to include a written statement as an addendum to the evaluation. 

 

 Extenuating circumstances causing an administrator to be unable to meet the evaluation timelines does not 

circumvent the employee evaluation process.  The administrator will provide the employee with an evaluation as 

soon as feasible following the missed deadline. 

 

Referral - A referral to an improvement team for employees rated as ineffective may occur at the point when the 

immediate supervisor determines no improvement is being made in the time specified on the improvement plan. An 

employee may request referral to an improvement team if in his/her opinion his/her evaluation from the immediate 

supervisor is or may be rated as ineffective. 
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Improvement Team 

 

 The improvement team shall be comprised of the immediate supervisor and two permanent employees in the 

same classification, one chosen by the employee and one chosen by the supervisor.  If there are no employees in 

the same classification, a similar classification must be chosen. 

 

 The improvement team will serve only as a resource to the immediate supervisor, who retains decision making 

authority. 

 

 The improvement team may participate in a conference with the employee to develop a written plan for 

improvement, and to provide assistance to the employee in meeting the job duties and tasks performance 

requirements. 

 

 Upon referral, if the employee cannot or chooses not to remediate the ineffective rating(s), dismissal proceedings 

will be initiated. 

 

Training 

 

Each supervisor will be trained on the service personnel evaluation procedures necessary to implement the Hancock 

County’s evaluation policy. 

 
SBP 5314-Service Personnel Responsibilities and Performance Standards 

 

 

Date Adopted:  7/01/85 

Date Amended:  10/28/91; 10/25/04; 8/07/06; 1/09/17 

Date Reviewed:  12/11/00; 5/12/08 
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The above Policy Statement is an integral part of the Official Policy Manual of the Board of Education as of the date shown adopted. 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

ATHLETIC COACHES 
 

The Hancock County Board of Education believes that interscholastic athletics are an integral part of the education 

program which provides educational experiences not otherwise offered in the curriculum and thereby contributes to the 

development of students to be better citizens. 

 

All high schools and middle schools shall be members of the West Virginia Secondary School Activities Commission 

(WVSSAC) and shall abide by the rules set forth by the WVSSAC.  The head coach shall be required to attend any sports 

rules clinic in his/her coaching assignment that is sponsored by the WVSSAC.  Schools failing to have a head coaching 

position filled at the time of the clinic will be required to have a school representative present at the rules clinic. 

 

Each Principal is responsible for the conduct of his/her school’s athletic programs.  The conduct of the team is a direct 

reflection upon the coaching staff, the school, school administration and the Board of Education. 

 

The Principal of each school, after consultation with the Dean of Students/Activities Sponsor in charge of athletics and 

head coach, shall determine the schedule for each sport.  Schedules and practices shall meet the equity requirements of 

Title IX and the instructional requirements of State Policy 2510.  Coaches shall be required to attend all practices and 

games unless excused by the Principal. 

 

Employment 

 

Coaches shall be employed in accordance with the posting standards set forth in section 18A-4-7a of the WV Code 

pursuant to Section 18A-4-16 of the WV Code. 

 

Coaches must have the ability, skills, and knowledge to execute the responsibilities of the position, as delineated in State 

Policy 5310. 

 

All coaches will be evaluated annually by the school principal and/or Athletic Director at the school where they are 

coaching.  The evaluation guidelines established in State Board Policy 5310 shall be followed. 

 

A coach in Hancock County may serve as the head coach in more than one sport as long as the sports do not have 

concurrent seasons. 

 

Coaches shall be compensated in accordance with the Hancock County Schools’ Coaching Extra-Curricular 

Compensation Scale. Compensation will be based on Hancock County Schools coaching experience only.  A maximum 

of one year of experience can be obtained in one school year. 

 

Athletic Directors/Dean of Students/Activities Sponsor may not be employed as a coach unless it is to fill a temporary 

vacancy due to an emergency situation in the school in which the person is assigned.  Head Principals may not coach. 

 

Application Process 

 

Vacancies, including head coaches, assistant coaches, and authorized certified coaches, will be advertised following the 

same procedures for all job openings in Hancock County Schools. Applicants must submit to fingerprinting in order for a 

background check to be conducted on criminal history.  Applicants may be denied approval or terminated based upon the  

results of this background check. The cost of the   background check is at the expense of the applicant.  The background 
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check is processed through the personnel department of Hancock County Schools. 

 

All head & assistant coaches will be approved in compliance with 18A-3-2a. 

 

Authorized Certified Coaches 

 

The ACC does not hold a valid WV Teaching Certificate. 

The ACC is employed under a contract with a county board of education which specifies a rate of pay equivalent to the 

rate for professional educators who accept similar duties as extra duty assignments and which provide for liability 

insurance associated with the activity. 

The ACC must complete the following training: Sport Science, Sport First Aid, and WV component (14 hours of 

instruction and test) and receive West Virginia Department of Education Authorization. The training course is at the 

expense of the applicant.   

Coaching authorization for an ACC is for one year only but may be re-issued by the State upon request. 

 

Approval of Non-paid Authorized Certified Coach 

 

A non-paid ACC, a volunteer, to the coach must be approved by the Board of Education prior to the beginning of each 

athletic season for each sport.  

 

A non-paid ACC, a volunteer, to the coach shall not accrue benefits of retirement, personal leave, medical or life 

insurance, seniority rights, or any other provisions relating to salary, wages and benefits. 

 

The number of non-paid ACCs, volunteers, to the coach for any sport shall be determined by the head coach with the 

approval of the Principal.  

 

A non-paid ACC, a volunteer, to the coach must be evaluated annually by the school administration following the same 

guidelines as established by the State Board of Education for the evaluation of coaches under Policy 5310. 

 

A non-paid ACC, a volunteer, to the coach may assist a board-approved coach in working with student athletes, provided 

the coach is present.  A non-paid ACC, a volunteer, to the coach cannot substitute for a coach. Violation of this rule will 

result in disciplinary action against the head coach and immediate dismissal of the ACC. 

  

Annual Review 

 

Following the timelines and guidelines of WV Code 18A-2-7, the personnel department will annually notify all coaches 

employed under temporary authorization permits (WV Code 18A-3-2b) of their employment status for the next school 

year. 

 

Barring any extraordinary or extenuating circumstances on or before the second Board meeting in April: 

 

1. The Personnel Department will review this policy with each high school and middle school principal. 

2. The Personnel Department will verify with the school principal all known head coaching vacancies, post the 

positions, and forward the applications to the appropriate school principal. 

3. The appropriate school principal will review the head coaching applications, interview and make 

recommendations to the personnel office. 

4. The Personnel Department will provide the recommendations to the superintendent.   
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5. The Superintendent will place the names on the Board agenda for approval. 

 

Barring any extraordinary or extenuating circumstances, on or before the first Board meeting in May for all fall sports, 

the first Board meeting in August for winter sports and the first Board in September for spring sports: 

 

1. The appropriate school principal will be responsible for meeting with the head coach to review this policy and 

to determine staffing needs, and providing the staffing needs to the personnel department. 

2. The Personnel Department will review the list, post vacancies for assistant and provide the applicants to the 

appropriate school principal. 

3. The appropriate school principal will be responsible for reviewing the applications for assistant coaches, 

interviewing the applicants and making recommendations to the personnel department. 

 

Barring any extraordinary or extenuating circumstances, on or before the second Board meeting in May for all fall sports, 

the first Board meeting in September for winter sports, and the first Board meeting in October for spring sports: 

 

1. The Personnel Department will review the list and forward to the Superintendent. 

2. The Superintendent will place the names on the Board agenda for approval. 

 

It is the head coach’s responsibility to review this policy with each assistant and volunteer annually or more often if 

necessary. 

 

All head coaching, assistant coaching, and authorized certified coach resignations or vacancies determined after the 

timelines established by this policy will be advertised and filled as soon as possible. Under no circumstances will a 

coach, assistant coach, or ACC be permitted to start coaching before the requirements of this policy are met and 

Board of Education approval is granted. 

 

Although it is the high school principal’s responsibility to make hiring recommendations, he/she is encouraged to do so in 

cooperation with any or all of the following: 

 

 Middle school principal 

 Dean of Students / Athletic Sponsors 

 Head coaches  

 Personnel Office 

 

Coaching Assignments 

 

All sports are subject to the guidelines listed below:  

 

1. Each middle school will have a 7th and 8th grade football, basketball, volleyball and wrestling team. 

2. The number of coaches assigned for each sport will be based upon actual participation. 

3. All coaches will be paid according to the Coaching/Extra Curricular pay scale. 

4. The senior head varsity coach will oversee the total 7-12 grade program. 

5. The coach will work cooperatively with the principal of each school to maintain a quality program. 
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6. All coaches will begin work on the earliest day allowable for each season according to WVSSAC regulations. 

7. Coaches assigned to the middle schools will be given assignments with the senior high varsity team before and 

after the middle school season begins and ends. 

8. Coaches assigned to the middle school may be assigned other duties throughout the season (scouting, etc.). 

9. All assistant coaches and ACCs will be required to attend meetings and periodic coaching clinics put on by the 

head varsity coach, principal, or County Board Office. 

10. All assistant and ACCs will teach skills techniques and use terminology consistent with the head coach’s 

philosophy. 

11. The focus of the middle school programs should be fundamental and preparation for the high school program. 

12. In all instances, the school principal is ultimately responsible for supervision of the athletic program in their 

school. 

 

Middle School Athletics 

 

The purpose of middle school athletics is for the enjoyment of all student athletes, and the philosophy should be for all to 

participate at some time during the season. 

 

Middle school athletics are encouraged to participate on a local basis and nothing should be scheduled that would not 

permit students to return to their school by 10:00 p.m. on school nights. 

 

 

Date Adopted:  5/06/68 

Date Amended:  6/14/04; 4/11/05; 5/12/08; 5/23/11; 9/23/13; 12/12/16 

Date Reviewed:  8/27/01; 7/01/85 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

SENIOR HIGH BAND DIRECTOR 
 

Senior High Band Directors shall receive their regular salary for ten school months which is the normal two hundred day 

school term. 

 

For the additional twenty working days during the summer, regular hours must be observed and approved by the building 

principal (eight-hour day). 

 

A regular school month's salary shall be the compensation for the twenty days of additional work. 

 

An additional stipend based upon the current pay scale for extra-curricular activities will cover all band activities beyond 

the regular school days. 

 

Summer practice schedules must be submitted to principal for approval prior to June 1. 

 

Parade attendance schedules must be prepared in advance of the summer season. A summer activities schedule will be 

completed by the Band Director and submitted to the Principal for approval prior to the end of the school year. 

Organizations in the county should be contacted by the Principal for those events the band normally attends. The 

Principal reserves the right to limit the number of events and must decline events when he/she receives an excessive 

number. The bands will not participate in any county parades where the bands are rated. The Principal will be responsible 

for notifying the inviting organization of the above regulations. 

 

All other extra-curricular activities such as football performances, state and local contests, band concerts, or other 

activities deemed necessary by the administration shall also be attended. 

 

 

Date Adopted:  9/11/75 

Date Amended:  9/13/82; 9/24/01; 12/12/16 

Date Reviewed:  7/01/85; 12/11/95; 12/11/00 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

INSTRUCTIONAL GOALS and LEARNING OBJECTIVES 
 

The Hancock County Board of Education believes that a thorough and efficient system of education requires equality of 

substantial educational offerings and access to related services for all children. Providing such a high quality educational 

system is a goal toward which the Hancock County Board of Education will strive. 

 

Program Definition and Design 

 

The education program offered in West Virginia schools is defined in broad terms as all of the education activities that 

take place during the instructional day and the school year.  The education program provides education opportunities for 

students to achieve high levels of learning in programs of study through approved content standards that prepare students 

to be lifelong learners and successful citizens in a competitive global society.  The education program is based upon 

information provided through research relevant to best practices and promising next practices in teaching and learning.  

The education program is structured and based on three programmatic levels: Early Learning Programs, Middle School 

Programs, and High School Programs.   

 

Educational Goals 

 

Ensuring a quality education implies that a thorough and efficient education system exists that provides equal access to 

substantive curricular offerings and appropriate related services for all students.  Providing such an education system 

must be the goal of the Hancock County Board of Education.  This policy provides the basic structure for all education 

programs and student support services necessary for a thorough and efficient system of education to be available to all 

students.  The elements of a thorough and efficient system of education are: 

 

1. High-quality education programs, student services, and experiential learning opportunities; 

 

2. High-quality administrative and instructional practices, personnel, facilities, instructional materials,  

                  technology integration, supplies, and equipment; 

 

3. A safe and caring environment that fosters supportive relationships, is free from harassment, intimidation,  

     bullying, discrimination, and other inappropriate forms of conduct, and involves parents; 

 

4. A demanding curriculum for all students, with emphasis on the programs of study that are aligned with  

     rigorous standards, learning skills and technology tools, and are communicated to students, parents, and  

     communities; and 

 

5. Accountability measures to ensure the public that a thorough and efficient system of education is being  

     provided to students enrolled in the public schools of West Virginia. 

 

 

Responsibility of the Hancock County Board of Education  

 

It is the responsibility of the board of education to plan, deliver, and evaluate the education programs and student support 

services necessary to implement a thorough and efficient system of public education.  The programs of study and student 

support services mandated by regulations must be made available to all students.   
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In carrying out this responsibility, the board of education may:   

 

1. Cooperate with one or more counties in establishing and maintaining joint programs,  

2. Use regional services or contract for services with public or private agencies having appropriate programs, and  

3. Coordinate and share programs, related services, and resources with other organizations, agencies, and local          

businesses.   

 

Each county board of education shall establish policies and implement written procedures to define its education program 

in accordance with the definitions and requirements that follow. 

 

Early Learning Programs (Grades Pre-K-5)  

 

Early Learning Programs address the holistic needs of all students in grades Pre-K-5.  A comprehensive approach to early 

learning is inclusive of a balanced focus on knowledge and skill-building as well as the development of positive 

dispositions to learning. This approach also provides the potential to improve child outcomes and close achievement 

gaps.  Based on knowledge of child development and developmentally appropriate practices for learners, the following 

Early Learning Programmatic levels are established:  Early Learning Readiness (Pre-K-Kindergarten); Early Learning 

Primary (Grades 1-2); and Early Learning Intermediate (Grades 3-5).  Early Learning Programs promote a comprehensive 

approach to strengthening individual students’ literacy proficiency throughout school, specifically regarding the 

integration of language and communication, mechanics of reading, and content knowledge in developmentally 

appropriate contexts.  To close the literacy achievement gap for all students by third grade, Early Learning Readiness and 

Primary Programs support students’ development of approaches to learning that provide eagerness for, and interest in, the 

processes of learning that lead to literacy proficiency.  Opportunities to demonstrate literacy growth over time as part of a 

holistic approach to learning include, but are not limited to, measuring students’ proficiency with reading development 

during the third grade year and beyond. 

 
1.     Early Learning Readiness (Grades Pre-K-Kindergarten) – Programs serving students enrolled in Early 

Learning Readiness grades help students establish positive dispositions to learning and provide foundations for 

development across all domains and content areas to be successful in first grade and with lifelong learning.  

Emphases on social/emotional, cognitive, and motor development provide the foundations of the Early Learning 

Readiness grades.  To support school readiness efforts and to assure the use of developmentally effective 

methods for students prior to entering first grade, Early Learning Readiness grades utilize the WVBE approved 

framework for school readiness in WVBE Policy 2525.  A primary component of West Virginia’ School 

Readiness framework is the West Virginia Early Learning Reporting System which is inclusive of a formative 

assessment process that provides ongoing individual and population outcome data to inform instruction, 

personalize learning, and share students’ progress with families.  The formative assessment process also ensures 

developmentally appropriate interactions, competencies, experiences, and skills are measured effectively.   

 

2.    Early Learning Primary (Grades 1-2) – The Early Learning Primary grades build on the comprehensive 

approach to personalizing learning inherent in the Early Learning Readiness grades and provide a context for the 

development of knowledge and skill building across all content areas.   Development continues to span across a 

broad spectrum for all students and is significant in the offering of daily instruction.  Using a formative 

assessment process that provides data to inform instruction, personalize learning, and share students’ progress 

with families, Grades 1 and 2 programs employ formative assessment methods to assure developmentally 

appropriate interactions, competencies, experiences, and skills are measured effectively. 

 

3.     Early Learning Intermediate (Grades 3-5) – Students in the Early Learning Intermediate grades are beginning 

the transition into middle childhood.  An emphasis on the developmental levels of these students must be a 

continued consideration to support personalized learning, maintaining a balance between content specific focus 

and integration of content areas of study. 
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Middle School Programming (Grades 6-8) 

 

Grades 6-8 build on the results of early childhood education and transition students into the High School Program.  

Successful Middle School Programs are characterized by a culture that is inviting, inclusive, and supportive of all.  

Significant academic learning experiences, characterized by rigorous content, vigorous instruction, and high expectations 

for all learners within a developmentally appropriate, safe, and supportive school, are the norm.  A middle school 

experience is challenging, exploratory, integrative, and relevant.  Middle school educators use multiple learning and 

teaching approaches resulting in authentic engagement in active, purposeful learning.  Students learn to understand 

important concepts, develop essential skills, and apply what they learn to real-world problems.  The environment and 

culture of middle school should lead to every student having at least one trusted adult advocate who is familiar with the 

student’s academic development and personal goals.  The creation of this learning community of both adults and students 

produces a stable and mutually respectful relationship that supports the students’ personal, intellectual, ethical, and social 

growth. 

 

High School Programming (Grades 9-12)  

 

Each high school shall provide challenging and rigorous courses in the programs of study in grades 9-12 that enable 

students to achieve high levels of competence for academic and career development.  High schools will incorporate the 

West Virginia Student Success Standards per WVBE Policy 2315 across content areas and teacher-led advisory 

programs. Students will be provided opportunities to develop intellectual, social/emotional, physical and technological 

capacities needed for successful transitioning beyond graduation to ensure all students are career- and college-ready.  

Students will be provided the opportunity to develop foundational knowledge and skills for their success in a global 

society.  The required courses are designed to build strong content knowledge across disciplines by engaging students in 

work of quality and substance.  In grades 9 and 10, students build foundational knowledge and skills; while in grades 11 

and 12, students enter into a personalized aspect of their PEP, focusing carefully on selected coursework that leads to 

successful completion of their personal and academic goals.  Each student’s coursework will be designed to lead directly 

to placement in entry-level, credit-bearing academic college courses, an industry-recognized certificate or license, or 

workforce training programs. 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

ACADEMIC FREEDOM 
 

The Hancock County Board of Education believes, in alignment with §18-5A-6, establishment of school curriculum 

teams and the process for teacher collaboration to improve learning, that academic freedom is the right of an individual to 

engage in teaching and/or learning without interference.  When the pursuit of academic freedom is exercised on the part 

of the teacher, it shall take the form of presenting a number of unbiased views of issues relevant to the subject area being 

studied in order to allow the student to arrive at enlightened conclusions. 

 

Basic instructional resources and technological resources offer a guide to appropriate topics for exploration or discussion 

in most courses.  Teachers are expected to diversify their teaching approaches using appropriate teaching methods.  All 

teachers are expected to follow state and county curricular and instructional guidelines.   

 

The maturity level of the students involved must always be taken into consideration.  If there is any doubt about the 

appropriateness, of material to be covered in class, readings or research to be done by students, or teaching techniques, 

the teacher must clear the potentially controversial area with the principal or Director of Instruction.  

 

 
Date Adopted:  1/23/17 

Date Amended: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

EXTENDED SCHOOL DAY 

 
In accordance with WV State Board Policy 3234: School Calendar and WV Code §18-5-45, additional minutes of 

instruction may be added to the school day, or entire additional days of instruction may be added, to recover time lost due 

to late arrivals and early dismissals due to inclement weather or by the closing of schools because of the prevalence of 

contagious disease, conditions of weather or any other calamitous cause over which the board has no control. 

 
County Schools, however, will not be required to add additional minutes to the instructional day if all affected schools 

have accumulated sufficient accrued instruction time through their regular schedules that can be used to make-up the 

missed time caused by late arrivals and early dismissals.  West Virginia Policy 2510:  Assuring the Quality of Education:  

Regulations for Education Programs states the required instructional minutes of instruction are as follows: 

 

 Pre-K   1500 minutes/week 

 

 K through 4  315 minutes/day 

 5 through 8  330 minutes/day 

 9 through 12  345 minutes/day 

 

Accrued instructional time may only be used to recover instructional time lost due to:  the late arrival or early dismissal 

of students due to inclement weather; the closing of school because of the prevalence of contagious disease, conditions of 

weather or any other calamitous cause over which the board has no control; professional development activities; or, to 

accommodate the scheduling of faculty senate meetings on instructional days.  Accrued instructional time cannot be used 

to avoid one hundred eighty separate days of instruction. 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

MULTICULTURALISM 

 

Hancock County Schools are committed to the principles and practices of multicultural education at all programmatic 

levels that have an emphasis on prevention and zero tolerance for racial, sexual, religious, or ethnic harassment or 

violence and that recognize cultural diversity as an essential ingredient to the success of a democratic society and to the 

fulfillment of the school system’s mission to provide a quality education for every student. WV Code §18-5-15a defines 

multicultural education as the study of the pluralistic nature of American society, including its values, institutions, 

organizations, groups, status positions and social roles. Multicultural education is directed toward the elimination of 

racism and the removal of cultural barriers wherever they may exist in the school system, including intentional or 

unintentional discriminatory practices in classrooms, schools, offices, and other work places. 

 

A goal of Hancock County Schools is to prepare students to live and work in a global, multicultural society by creating 

and supporting a teaching-learning environment where all employees and students understand and value commonalties 

and differences within and across various cultures in order to produce a harmonious community of lifelong learners. 

Contributions to the education process require staff, students, parents and community involvement as well as interagency 

collaboration. Requirements of staff and students in order to achieve the successful completion of this goal include: 

 

1. An annual program provided for all school personnel on at least one non-instructional day of the school 

term, for the study of multiculturalism, in compliance with WV Code §18-5-15a; and 

2. Multicultural education to be taught to all students at every programmatic level per WV State Board 

Policy 2510, Assuring the Quality of Education: Regulations for Education Programs. 

Multicultural education acknowledges and incorporates positive racial/ethnic idiosyncrasies into classroom atmospheres. 

This approach to teaching and learning is based upon consensus building, respect, and fostering cultural pluralism with 

racial societies and/or ethnic groups. 

Each Hancock County School shall provide programs that foster an attitude of understanding and acceptance of 

individuals from a myriad of cultural, ethnic, racial, gender, socio-economic and religious backgrounds. The educational 

programs shall equip students with both knowledge and skill sets needed to cooperatively engage with people from other 

cultures, ethnicities, races and religion in today’s world. 

At the end of each school year, the principal or designee of each school shall report to the Office of Student Services all 

multicultural programs offered to students and/or staff during the current school year. 

 

Date Adopted: 6/26/17 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

CURRICULUM PROGRAMS 

 

The education program offered in West Virginia schools is defined in broad terms as all of the education activities that 

take place during the school day and the school year.  The education program provides education opportunities for 

students to achieve high levels of learning in programs of study through approved content standards and objectives and 

21st century learning skills and technology tools that prepare students to be lifelong learners and successful citizens in a 

competitive global society.  The education program is based upon information provided through research relevant to best 

practices and promising next practices in teaching and learning.  The education program is structured and based on four 

programmatic levels: Early Learning Programs, Middle Level Programs, Adolescent Education Programs, and Adult 

Education Programs.  Each county board of education shall establish policies and implement written procedures to define 

its education program in accordance with the definitions and requirements that follow. 

 

Hancock County Board of Education shall provide the necessary resources, including technology, to ensure that students 

attain high standards of performance.  At early levels, students will achieve proficiency in the basic skills of literacy, 

mathematics, science, social studies, the arts, and 21st century learning skills and technology tools.  Achievement of these 

skills will provide the foundation for later intellectual challenges in all programs of study.  Students will explore their 

interests and abilities and engage in relevant activities to help them understand the world of work.  Technology will be a 

tool to help achieve these standards in all schools.  The WVBE anticipates the provision of sufficient resources and 

support, including an adequate system of professional development, appropriate instructional materials, and reliable 

assessment measures, to realize the goal of producing students who are college- and career-ready as defined by the West 

Virginia Board of Education. 

 

The Hancock County Board of Education adopts as its official policy the current provisions of WVBE 2510, Assuring 

Quality of Education: Regulations for Education Programs, as the standards to be followed in implementing the Basic 

Instructional Program and in establishing state graduation requirements.   

 

Follow this link to SBP 2510-Assuring Quality of Education: Regulations for Education Programs  

 

 

Date Adopted: 2/22/16 

Date Amended:  
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

MUSIC - MIDDLE SCHOOL BAND  

 
The Hancock County Board of Education believes that the primary purpose of the middle school band shall be to promote 

the musical education of the students and to implement the standards adopted by the West Virginia Department of 

Education. 

 

The secondary purpose of the middle school band shall be to develop the musical skills necessary for the student's 

participation in the high school band program. 

 

The following criteria and guidelines will be in effect for all middle school band programs, effective July l, 1991: 

 

Primary Emphasis 

 

1. An appreciation of music as an art form through exposure to all major styles and trends. 

 

2. Proficiency on the student's chosen instrument with a knowledge of his/her contribution to the ensemble. 

 

3. Respect for those who achieve the highest standards of musical competency and excellence. 

 

Guidelines  

 
1. All middle school bands shall participate in the West Virginia Music Educators Association Regional Solo & 

Ensemble Festival. 

 

2. All middle school bands shall participate in the West Virginia Secondary Schools Activities Commission 

Regional Band Festival. 

 

3. The middle school bands shall not be considered to be marching bands.  

 

4. Internal concerts and performances at the individual schools will be up to the discretion of the band director and 

the school principal. 

 

5. Any other requests for performance of the middle school bands outside of the individual school must be 

submitted to and approved by the county office. 

 
 

Date Adopted:  6/10/91 

Date Amended:  3/13/95; 9/08/14; 1/23/17 

Date Reviewed: 

 
Back to Table of Contents 

 

 

 

 

 
 

The above Policy Statement is an integral part of the Official Policy Manual of this Board of Education as of the date shown adopted. 



 

File: IHBA 

 

A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

SPECIAL EDUCATION  

 
In accordance with §18-20-1, establishment of special programs and teaching services for exceptional children, modified 

diploma graduation, establishes the standards by which the Hancock County School Board shall provide educational 

opportunities to exceptional children. As such: 

 

Free Appropriate Public Education 

 

Hancock Schools will make available to each school age eligible exceptional student residing within its jurisdiction a free 

appropriate public education, including special education and related services that are provided in conformance with an 

Individualized Education Program, in a manner consistent with WVDE and federal requirements, and in a manner 

consistent with county policies and procedures. 

 

Identification and Referral 

 

Hancock County Schools shall conduct child find activities to identify, locate, and evaluate each exceptional student, 

birth to age 21, within its jurisdiction. 

 

Multidisciplinary Assessment 

 

Hancock County Schools shall provide a multidisciplinary assessment for each student referred as a result of child find 

activities. 

 

Least Restrictive Environment 

 

Hancock County Schools shall provide special and related services to each eligible exceptional student with age 

appropriate peers to the maximum extent appropriate and in the school the child would normally attend unless the IEP 

team determines otherwise. 

 

Implementation of IEP 

 

Hancock County Schools shall review on an annual basis and revise as necessary each exceptional student's 

Individualized Education Program. 

 

Procedural Safeguards 

 

Hancock County Schools ensures the provision of all procedural safeguards including due process hearing, 

confidentiality of personally identifiable information, protection in evaluation, appointment of surrogate parents, and 

provisions for independent educational evaluation. 

 

 

Date Adopted:  7/27/95 
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A POLICY STATEMENTOF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

HOME SCHOOLING  

 
The Hancock County Board of Education recognizes the right of parents to choose the option of home instruction or 

private schooling for their children.  West Virginia Code §18-8-1(c)(2) grants parents the legal status to home school 

their children once they have met the requirements outlined in the code.   

 

Students who are home schooled will not receive a grade or credit for classes completed.  Students may obtain a 

grade and credit for a high school level core course, if they elect to take the regular exam and earn a D grade or 

better. 

 

Application for credit by examination must be made to the high school principal at the beginning of the 

semester in which the exam will be taken.  The semester examination will be given during the days in which 

regular exams are scheduled. 

 

Information regarding the exams may be requested three weeks prior to date of the semester exams.  The 

principal and regular teacher will supply the student with any pertinent exam information. 

 

The credit and grade earned will be determined by the results of the examination.  Any appeal must be made to 

the principal. 

 
 

Date Adopted:  6/09/97 

Date Amended:  1/23/17 
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A POLICY STATEMENTOF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 
 

ALTERNATIVE SCHOOL PROGRAMS 

 
In accordance with WV State Codes §18-2-6 and §18-5-19, and WV Board Policy 2418, Hancock County Board of 

Education will provide alternative school programs. The purpose of Hancock County’s Alternative School Programs is to 

provide a safe and orderly learning environment while meeting the educational needs of disruptive students through the 

development of an alternative education program.  The alternative program is an authorized departure from the regular 

school program designed to provide educational and social development for students whose disruptive behavior places 

them at risk of not succeeding in the traditional school structures and in adult life without positive interventions.   

 

Program options for disruptive students may include in-school suspension; a separate part-time or full-time alternative 

education classroom; a school-within a school; a school on an alternative site; an after-school class; a night school 

program; a combination academic/work-based program; or a high school diploma equivalency preparation. 

 

Eligibility for Placement 

 

Students may be placed in an alternative education program for: 

 violations of the Productive and Safe Schools Act (W.Va. Code 18A-5-1a) in accordance with the provisions of 

the Act 

 repeated violations of the Hancock county discipline policy following documented multiple behavioral 

interventions by the Student Assistance Team at the referring school 

 continuation of educational services during periods of suspension or expulsion 

 

Placement of Students 

 

Placement decisions, excluding short-term in-school suspensions, will be made by the Student Assistance Team (SAT) 

with a provided opportunity for parents to participate in the placement team meeting.  The SAT will develop the student’s 

written plan which includes academic courses and behavioral components, criteria for re-entry to the regular school 

program and provisions for periodic review for the student’s progress at least on an annual basis.  The team for all 

students with disabilities shall be the IEP team and the written plan shall be the IEP. The curriculum will be based on the 

State Board of Education approved instructional goals and objectives and shall include a component for teaching and 

learning responsible behavior. 

 

After-school alternative education will be provided on the high school and middle school levels for expelled students and 

for students who have repeated serious violations of the Hancock County Schools’ Student Code of Conduct policy 

following documented multiple behavioral interventions and out-of-school suspensions.  Classes will begin at the 

conclusion of the regular school day and be three hours in length daily for four days per week. A maximum of four 

credits may be obtained per semester. Student enrollment will not exceed eight (8) students per instructor.  Middle school 

students would be provided instruction in core academic classes only for two hours per day, four days per week. 

 

School on an alternative site/homebound services may be provided to students who are expelled by Hancock County 

Board of Education action. These services would only include students expelled under the Protective and Safe Schools 

Act (W.Va. Code 18A-5-1a) or for disruptive students who meet the eligibility criteria for Home/Hospital Instruction 

under WV Board Policy 2510.  High School students eligible for these services would receive a maximum of twelve 

hours instruction time per week, elementary and middle school students eligible for these services would receive a 

maximum of 8 hours instruction time per week. A maximum of four credits may be obtained per semester on a high 

school level.  Middle school students will be provided instruction in core academic classes only. 
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Instruction 

 

The instructor shall deliver instruction in accordance with the following standards: 

 

1. Instructional activities shall be consistent with the written curriculum and appropriate for the student’s 

developmental levels; 

2. Instructional materials shall be age appropriate, functionally appropriate, and of high interest level for students; 

3. The program shall provide for individualized instruction and accommodate the entry and exit of students; 

4. Curricular and instructional practices shall reflect high expectations for students; 

5. The instructional program shall be delivered in a climate conducive to learning; and 

6. Sufficient instructional materials, supplies, and equipment shall be available to deliver the instructional program; 

 

The instructor shall award units of credit for satisfactorily completed work. 

 

Personnel 

 

Alternative learning teachers shall be selected on the basis of the teacher’s demonstration of competence in meeting the 

following standards: 

1. A West Virginia professional teaching certificate 

2. A temporary authorization for alternative education from WVDE 

3. Ability to effect positive behavior in disruptive students 

4. Effective leadership and/or mentoring skills in working with youth 

5. Successful experience in providing education to troubled or disruptive youth 

6. Specialized training or experience in non-traditional programs 

7. Specialized training in behavior management skills 

 

State Assessment 

 

Students enrolled in alternative education shall participate in the State Assessment Program, in accordance with WV 

Board Policy 2340: WV Measures of Academic Progress Program.  Individual test scores shall be counted in the results 

of the home school of each student. 

 

Program completion 

 

Students may complete an alternative education program by one of the following manners: 

1. Fulfillment of the criteria for re-entry into the regular school program; 

2. Completion of regular high school graduation requirements and awarding of a regular high school diploma from 

the home school of referral; 

3. Completion of identified performance criteria leading to a high school diploma; 

4. Completion of a high-school equivalency diploma in accordance with WV Board Policy 2444.4: Issuance of the 

State High School Equivalency Diploma 

 

An annual evaluation of the alternative education program will be conducted to review the effectiveness and the impact 

of the program on student performance and results. Examples of indicators used to determine the effectiveness will be:  

academic gains; reduction in dropout rates; reduction in incidences requiring disciplinary action; improvement in 

attendance rates; rates of successful program completion and return to the regular school program; rates of successful 

completion of vocational training programs; rates of successful completion of high school graduation or attainment of a 

GED; and rates of successful job placement and job retention. 

 

Date Adopted:  11/10/03 

Date Amended:  11/08/14; 2/13/17 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

ONLINE LEARNING/COURSES/VIRTUAL SCHOOLS 
 

Hancock County Schools may provide distance learning and virtual school courses to expand the approved curriculum.  

These courses will be available for high school credit, but are not intended to supplant the courses provided by the 

school.  Distance learning and virtual courses must be approved by the West Virginia Department of Education and 

Hancock County Board of Education and be based on the state content standards and objectives.   

 

The Hancock County School System recognizes that the preferred delivery system for coursework is under direct teacher 

instruction; however, there are some circumstances in which alternative delivery is necessary. Distance learning and 

virtual courses may be provided when: 

 

1. There is a shortage of certified personnel 

2. There is a need to provide low incidence courses 

3. There is a need to offer a course while the teacher/facilitator renews course related skills 

4. A senior needs a required or an elective course for graduation credit which cannot be obtained through the school 

schedule. 

5. There is a need to provide coursework for students who have other extenuating circumstances. 

 

The above criteria should not be construed to allow students to take virtual courses in place of courses that are available 
at the student’s school. 

 
Course Approval 

 
Virtual courses on the West Virginia Department of Education approved list and online courses that are a part of 

Hancock Online are the only sources of courses that will be accepted for high school credit.  Students who want to take a 

virtual course must be enrolled in the Hancock County public school system.  The school principal must approve the 

virtual course and assign a facilitator to the student prior to the beginning of the course. 

 
Course Registration Process 

 

Students must complete the Virtual High School Courses Pre-Registration Procedures forms or the Pre-Registration for 

On-line Courses, both of which require parent/guardian permission.   

 
Funding 

 

Funding or partial funding for virtual courses may be available through the West Virginia Department of Education; 

otherwise, the parent/guardian of the student may be required to pay all or a percentage of the course fees.  Students who 

do not complete a virtual school class will be required to reimburse expenses if requested by the West Virginia 

Department of Education. There is no charge for the courses offered by Hancock On-line. 

 

Grading 

 

Grades awarded by the virtual course facilitator will be recorded according to the grade percentages approved in the 

Hancock County Board of Education grading policy and will count toward student’s grade point average. Grades awarded 

for Hancock On-line courses will follow current county grading policies. 
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Facilitation 

 
A facilitator will be assigned to meet with the student who is taking virtual courses.  Mandatory meetings will be required 

for the purpose of progress monitoring and testing.  Students who do not meet or comply with the facilitator may be 

denied credit.   

 

Hancock On-line courses will be facilitated by the instructor creating the course or of the same certification area. 

 

 

Date Adopted:  11/10/03 

Date Amended:  1/23/17  

Date Reviewed: 

 

 
Back to Table of Contents 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

 

The above Policy Statement is an integral part of the Official Policy Manual of this Board of Education as of the date shown adopted. 

 
Page 2 of 2 

 



 

File: IHCD 

 

A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

ADVANCED PLACEMENT  

 
The Advanced Placement (AP) Program is a cooperative educational endeavor of the College Board. Based on the fact 

that many students are able to complete college-level studies in their secondary schools, it represents a desire of schools 

and colleges to foster such experiences. Like other programs of the College Board, this program is national, its policies 

are determined by representatives of member institutions, and its operational services are provided by the Educational 

Testing Service.  

 

In May of each year, students in the AP Program will take the AP examinations of the College Board. The College Board 

determines the cost of the AP examination yearly. Participating colleges grant credit and appropriate placement, or one of 

these, to students who have done well on the examinations (scores of 3, 4, or 5). Thus, the AP Program is an instrument 

of cooperation that extends the educational opportunities available to students by effectively relating college-level 

courses at thousands of high schools, to appropriate credit and placement at the colleges that students eventually attend.  

 

WV Policy 2510 states that County boards of Education must ensure that: 

1. Students have access to at least four College Board AP® courses annually, one in each core subject (i.e., English, 

math, science, social studies.) 

2. A syllabus for each course has been approved through the College Board. 

3. All AP® courses are taught by teachers who have completed the required professional learning at an Advanced 

Placement Summer Institute endorsed by the College Board.  

4. An administrator from each high school attend a CPD College Board endorsed AP® related workshop once every 

two years. 

5. All AP® coordinators attend an AP® Coordinator’s workshop annually.  

6. Grades in AP® courses are weighted. 

7. Access to AP® courses may also be met via West Virginia Virtual School AP® courses.  

 

For AP® courses taught in Hancock County Schools: 

1. Students shall receive a copy of the approved syllabus from the instructor at the onset of the course. 

2. Extensive reading, writing and problem solving, as determined by the instructor and in accordance with county, 

state, and college guidelines, are required. 

3. High school credit will be awarded for each AP® that the student successfully completes. 

4. College credit will be awarded to students who successfully pass the AP® exam for each course completed. 

 

Date Adopted:  4/26/93 
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A POLICY STATEMENT  

OF 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

CONCURRENT ENROLLMENT/POSTSECONDARY OPTIONS – DUAL CREDIT 
 

In alignment with WV State Board Policy 2510, the Hancock County Board of Education will provide high-school 

students with Dual Credit classes. High-school students enrolled in designated college courses may receive both high 

school credit and college credit for the satisfactory completion of the college work. Dual Credit classes may be available 

at one or both high-schools, depending on the availability of teachers meeting all requirements, or through West Virginia 

Northern Community College (WVNCC.) Students must pay WVNCC tuition to receive the college credit.  

 

Hancock County’s Director of Secondary Curriculum will consult with the WV Higher Education Policy Commission 

(WVHEPC) to ensure compliance, i.e., said courses meet both secondary and college course contend standards. Each 

high-school principal and counselor along with WVNCC counselors, will consult and monitor all students seeking to 

attain Dual Credit. 

 

The course syllabus for a Dual Credit class must provide detailed information that shall include the nature of the course, 

expectations and requirements. Course requirement information must include course prerequisites, admission 

requirements, course content, grading policy, attendance requirements, course completion requirements, information on 

adding and dropping courses, tuition and other costs associated with the Dual Credit course, and other relevant course 

information.  Per Policy 2510, grades for Dual Credit classes must be weighted: 

 

Average Grade Quality Points 

  93-100    A         5.0 

  85-92        B         4.0 

  75-84        C          3.0 

  65-74        D         2.0 

      0-64        F            0 

 

Tuition, college textbooks and other college fees shall be the responsibility of the students and/or parents/guardian. 

Tuition and fees must be paid for the student to receive college credit. 

 

 

Date Adopted:  

Date Amended:  5/29/13; 7/14/14; 2/13/17 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 
 

 

ADULT STUDENTS IN SECONDARY CAREER and TECHNICAL EDUCATION CLASS 
 

The Hancock County Board of Education realizes the importance of providing career and technical education classes to 

adult students, per WV State Board Policy 2420, when daytime schedules and enrollments permit. For purposes of this 

policy adults are defined as persons who are at least 18 years old, not enrolled in public school and whose class has 

graduated from high school. Enrollment is limited only to those CTE classes which have low enrollment according to the 

WV Bureau of Vocational, Technical and Adult Education policy on secondary enrollments. Low enrollment shall be 

interpreted as fewer than 15 students per period. Adults may apply for enrollment in person at the John D. Rockefeller IV 

(JDR4) Career Center. 

 

All adults enrolling in secondary CTE classes shall be assessed if they do not possess a high school diploma or a high-

school equivalency diploma (e.g., GED, TASC). Students must successfully complete the high-school equivalency test 

before the JDR4 Career Center may confer a certificate. Students will receive a Certificate of Attendance and Completion 

stating that he/she has satisfactorily completed a class or program. Grades and attendance will be indicated on the 

certificate. High school credit is not awarded. 
 

Tuition 
 

Tuition is payable at the beginning of each semester and shall be based on the prior fiscal year’s average per pupil 

expenditure schedule provided by the West Virginia Department of Education. Tuition is waived for those who are 

enrolled in slots allocated by the WVDE according to §18-5-19b. 
 

Attendance 
 

A record of attendance for each adult student will be kept by the instructor. Attendance is a matter of critical importance 

to employers. A poor attendance record at school is a tremendous barrier to successful employment. Excessive tardiness 

(5 or more) or excessive absence (10% or more of class time) will be considered as grounds for denial of continuing in 

the class or program.  Adult students with attendance problems will be brought to the attention of the Director of CTE. 

 

If a student arrives late to school, he/she is responsible for contacting the teacher that day to take any test scheduled or 

submit any work due that day.  

 

Textbooks and Teaching Supplies 
 

Textbooks are loaned to students for their use during the class and are the property of the Hancock County Board of 

Education. Adult students are financially responsible for damaged or lost textbooks which have been assigned to them. 

Teaching supplies are supplied by the school. Projects produced by the adult student remain the property of the school 

unless the materials used in the project are paid for by the student. 

 

Make-up Work 
 

It is the responsibility of the student to obtain any make-up work following an absence and to follow the teacher’s 

timeline for the completion of same. Two (2) days shall be granted after a single day’s absence and five (5) consecutive 

days granted after two (2) or more days’ absences to make up work. An extension will not be granted if additional days 

are missed within the time period allotted. 
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When the student is aware of a test or assignment prior to the absence, an extension of time may not be necessary and the 

teacher may require the student to take the test or submit work upon his/her return to class. 

 

School Closings 
 

In case of severe weather or other emergencies which cause school closings or delays, official announcement may be 

heard over the local radio and TV stations, as well as School Messenger. 

 

Grades 
 

Grades will be assigned on the same basis as grades earned by secondary students. 

 

Student Conduct 
 

Adult students will be subject to the guidelines for those of secondary students at the JDR IV Career Center.  

 

Transportation 
 

Transportation for adults is not provided by the Hancock County Board of Education. Adult students must arrange for 

their own transportation.  Under no circumstances are adult students permitted to transport high school students to the 

Career Center. 

 

Dress and Appearance 
 

Rules and regulations concerning student dress must relate to a specific educational purpose such as health and/or safety. 

School authorities may prohibit dress which clearly results in disrupting the classroom and the learning process, or which 

constitutes a hazard to the safety of the student. 

 

Insurance 
 

School insurance is available for adult students and must be purchased unless a signed statement specifying that he/she 

has other accident insurance coverage is submitted. 

 

 

Date Adopted:  11/13/89 

Date Amended:  5/10/04; 3/28/11; 2/13/17 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

EMBEDDED CREDIT 
 

To establish procedures for the awarding of embedded credits at the secondary level in Hancock County, as authorized by 

WVBE Policy 2510: Assuring the Quality of Education Programs, Section 5.4.f.1.B, the Hancock County  

Board of Education will permit a student who masters the approved content standards for a credit bearing high school 

course that are embedded within a second course to receive credit for both courses. By implementing embedded credit 

courses, students in Hancock County will have continued opportunities to complete both a rigorous academic and career 

technical education courses/concentrations, and be college and career ready. 

 

This policy will provide opportunities for students to participate in advanced academic, and career technical courses 

without a conflict in scheduling.  Students will receive high quality instruction that will allow them to work toward 

mastery on 100% of the content standards and objectives for all embedded credit courses approved by the county and 

submitted for approval to the WVBE. 

 

Definitions 
 

Embedded Credit – the approved content standards for a credit bearing high school course that are embedded within a 

second course to receive credit for both courses. 

 

Embedded Credit Course – incorporates the content standards from one credit bearing high school course into another 

(host) course and allows students to earn credit for both. 

 

Host Course – the CTE course that contains the content standards of the credit bearing high school class in addition to its 

own standards. 

 

Protocols 

 

Students are awarded credit for the coursework and also for another course that correlates with the program.  Embedded 

Credit will allow those students the flexibility of pursuing their academic interests while earning a required graduation 

credit. 

 

1. Students will be required to demonstrate proficiency in the core course prior to awarding embedded credit.  As 

such, embedded credit will only be awarded to a student who attains completion of all four core classes within 

the host CTE program of study.   

2. The Director of Secondary School Curriculum will periodically meet with teachers from content areas, 

curriculum staff, and school administrators to determine the conditions under which Embedded Credit may be 

offered, if at all.   

3. The transcribed grade for the embedded credit course will be calculated as follows: 85% weighted average of the 

four core host course grades with the remaining 15% covered by an end of embedded credit course assessment, 

paper, and/or project as deemed appropriate.   

4.  If a student completes an embedded credit course, the course is entered into the student’s transcript in the same 

manner as if the student had taken the course as typically offered.  

5. If a student fails a course in which an embedded credit is offered, the credit course may be taken through a school 

level credit recovery program, summer school credit recovery, or taking the regular course during another school 

year.   

6. Periodic review of student progress shall be monitored by the credit bearing teacher of record to allow ample 
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time for credit recovery if needed.  Hancock County Schools retains the right to withdraw embedded credit 

approval based upon assessment results or other exigent circumstances. 

 

 

Embedded Credit Courses for Math  
 

 Transitional Mathematics for Seniors - TMS (embedded credit course) 

 Automotive Technology (host course) 

 Carpentry (host course) 

 Welding (host course) 

 

Embedded Credit Courses for English  
 

 Transitional English 12 (embedded credit course) 

 Therapeutic Services (host course) 

 

Supplemental Instruction: 
 

When deemed necessary and appropriate, supplemental instruction for content standards that do not fully align with the 

Automotive Technology, Carpentry, and/or Welding curriculum will take place utilizing the following instructional 

resources:  

 

1. SREB Math Ready Course Instruction  

2. Instructor guided independent study 

3. Project Based Instruction 

 

When deemed necessary and appropriate, supplemental instruction for content standards that do not fully align with the 

Therapeutic Services curriculum will take place utilizing the following instructional resources:  

 

1. Literary Works 

2. Project Based Instruction 

3. APA Research Paper 

 

The instruction based upon the above mentioned resources will be delivered in such a manner as to not affect the 

integrity of the host course(s).    

 

 

Date Adopted:  10/13/14 

Date Amended:  3/23/15; 5/23/16; 2/13/17 

Date Reviewed:  
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

TEXTBOOK SELECTION and ADOPTION 

 
The Hancock County Board of Education, in alignment with WV State Board Policy 2445.40, recognizes the importance 

of textbook selection in preparing our students for college and career readiness (CCR.)  The textbooks selected must 

reflect the CCR content standards established by WVDE. All instructional resources, including textbooks, must be a part 

of the most current official state list unless the county superintendent requested and received an exemption from the State 

Superintendent of Schools. 

 

WVDE will classify all instructional resources by required subjects to be taught in grades PK through 12; the resources 

will be grouped by adoption periods I through VI. Instructional resources will be placed in either the Early and Middle 

Childhood Education or the Adolescent Education categories.  

 

The adoption period for the Official State Multiple List of Instructional Resources is based on the fiscal year (i.e., July 1 

to June 30) and is established for six (6) years.  Hancock County shall adopt only those instructional resources approved 

by the WV State Board of Education and shall electronically file instructional resource choices by May 1st of each 

adoption year.   

 

The textbook committee(s) of Hancock County Schools shall consist of the county curriculum administrators and at least 

one teacher, recommended by the principal of the school, from each grade level or content area involved in the adoption 

cycle. The textbook committee shall initiate a procedure for reviewing, evaluating and selecting textbooks to be used at 

all grade levels and subjects or attend the regional textbook meeting held by RESAs. After the initial meeting, the 

committee members shall meet with their school curriculum teams to establish their curriculum and instructional needs 

prior to choosing which resources they would like to adopt. Each school will notify the county curriculum administrators 

of their textbook selection(s). 

 

This policy shall not be construed to preclude the use of supplemental materials which the classroom teacher in his 

professional judgment may from time to time deem necessary for educational enrichment. 

 

The recommendation of the superintendent shall be presented to the board of education for possible adoption and 

implementation at the earliest opportunity consistent with the provisions of the West Virginia School Code §18-2A-5. 

 

 

Date Adopted:  2/10/75 

Date Amended:  3/27/95; 1/12/09; 2/13/17 

Date Reviewed:  7/01/85; 10/23/95; 12/11/00 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

RESOURCE CENTERS/ MEDIA CENTERS/SCHOOL LIBRARY 
 

The Hancock County Board of Education, in alignment with WV State Board Policy 2520.17, recognizes the importance 

of providing resource centers, media centers, and/or school libraries to provide students the opportunity to master 

information literacy skills, independent learning skills, and social responsibilities as they seek information from diverse 

sources, contexts, disciplines and cultures. Therefore, the mission of these centers shall be to implement, enrich and 

support the educational program of the school. The purpose shall be to provide a wide range of materials including books, 

videos, audio tapes, etc., on all levels of difficulty, with diversity of appeal, and the presentation of different points of 

view. 

 

The use of technology in the library, media center, and resource center is especially critical. As technology advances, the 

ability to access information quickly and efficiently is critical to prepare students for real world applications. The 

Hancock County Board of Education commits to meeting the continuing need for current technology and technology 

applications for staff and students.  

 

Selection of Materials 

 

The responsibility for the selection of materials for resource and media centers, and school libraries is delegated to the 

professionally trained personnel employed by the school system along with curriculum directors. 

 

When selecting media materials each item must: 

 

 Enrich and support the curriculum, taking into consideration the varied interest, abilities and maturity levels of 

the pupils served; 

 Stimulate growth in factual knowledge, literacy appreciation, aesthetic values, and ethical standards; 

 Provide a background of information which will enable pupils to make intelligent judgments in their daily life; 

 Provide materials on opposing sides of controversial issues so that students may develop the practice of critical 

analysis of all media; and/or 

 Provide materials representative of the many religious, ethnic and cultural groups and their contributions to our 

American heritage. 

 

Selection committee members must also place principle above personal opinion and reason about prejudice in the 

selection of materials of the highest quality in order to assure a comprehensive collection appropriate for users of the 

library, media center or resource center. 

 

Challenge of Resource Materials 

 

1. All criticism of selected materials shall be presented to the principal in writing on the Citizen's Request for 

Reconsideration Form. 

 

2. The principal shall form a School Review Committee composed of three faculty members (if a librarian is on the 

staff he/she is to be on the committee), the principal, a community representative and the challenging party. 

 

3. The committee will respond to the reconsideration form for its review purposes. 

 

4. The principal will notify the complainant in writing of the committee’s decision. 
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5. The complainant may appeal the school's decision to the superintendent. 

 

6. The superintendent shall select a County Review Committee composed of two administrative personnel, two 

teachers, two librarians, and two community representatives. 

 

7. The committee shall evaluate the questioned material and present its evaluation report to the superintendent. 

 

8. The superintendent shall notify the complainant of the County Review Committee's decision. 

 

9. The complainant may appeal the County Review Committee’s decision to the Board of Education. 

 

10. As a final outcome, when petitioned, the Hancock County Board of Education will evaluate the past decision and 

formulate a final resolution to the appeal.  

 

 

Date Adopted:  1/22/90 

Date Amended:  2/13/17 

Date Reviewed:  12/11/00 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

COMMUNITY LEARNING RESOURCES 
 

The Hancock County Board of Education, in conjunction with WV State Board Policy 2510, believes that it is imperative 

for the board, schools, students, families of students, and the community to cooperate in establishing high expectations 

for student performance and becoming actively involved in the education process. The board of education will 

collaborate with local business and community groups through the establishment of partnerships and steering committees 

for career-technical education.  

 

Extended student learning opportunities may be provided within and/or from the community. The purpose of this policy 

is to ensure that these learning opportunities are developmentally appropriate to the age and grade of the participants, 

have specific educational benefits to participants, and are not designed to advertise or promote the sole interests of 

commercial or other non-school agencies and organizations. 

 

Each sponsoring organization, agency, or individual shall outline the educational impact of student participation in the 

proposed community learning opportunity in order to provide information to the school administration for decision 

making regarding possible participation.  The school administration shall review all applications for participation to 

determine whether the community learning experiences are developmentally appropriate to the age and grade of the 

participants, have specific educational benefits to participants, and are not designed to advertise or promote the sole 

interests of commercial or other non-school agencies, organizations, or individuals.  All activities and information 

sponsored by commercial or other non-school agencies, organizations or individuals must support and align with county 

and state education goals.  

 

Community learning resources used for extended learning opportunities must be structured to meet an identified 

educational need and must be evaluated for educational effectiveness by the school administration on a continuous basis.  

School administration may grant approval for their schools to cooperate with organizations, agencies, or individuals to 

promote activities in the general public interest which are non-partisan and non-controversial and which promote the 

education or other best interests of the students. 

 

 

Date Adopted:  5/10/04 

Date Amended:  2/13/17 

Date Reviewed: 
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EXTENDED STUDENT LEARNING OPPORTUNITY USING COMMUNITY RESOURCES 

Request Form 

 

Please complete and return to school administration. 

 

 

Name of Community Resource Organization/Agency: 

 

 

Address: 

 

 

Telephone: 

 

 

Individual Submitting Request: 

 

 

 

Describe the learning opportunity.  Include description and date of activity, goals, objectives, target audience, cost to the 

school, school personnel involved, and time commitment on the part of the school personnel and/or students. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Identify the content standard(s) that is (are) addressed by this learning opportunity: 

 

 

 

If handouts are part of the activity, please attach a copy. 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

FIELD TRIPS 
 

The Hancock County Board of Education recognizes that students may benefit from experiences outside the classroom 

setting. Educational field trips can spark student enthusiasm for learning and career awareness, as well as enhance critical 

thinking skills.  Field Trips must be aligned with WV College and Career Readiness Standards, include student 

preparation for the site being visited and a follow-up activity relative to the standards. 

 

Field trip requests must be approved first by the school principal, then the Superintendent, and finally, the Transportation 

Director. Payment for transportation, admissions, and fees are the responsibility of each school and may be prorated 

among the participants.  

 

The Hancock County School Board also acknowledges that cost restrictions and/or the length of transportation to the site 

may not be the best opportunity for students to participate in the additional learning experience. Therefore, since many 

education facilities offer in-school programs, these should be considered to reduce cost and to save time.  The Board also 

recognizes that consideration can be made to have separate schools join together to reduce transportation cost.  

 

For all approved Field Trips, parental permission must be obtained and approved chaperones must be provided. 

 

Date Adopted:  1/27/69 

Date Amended:  7/1/85; 1/12/09; 2/13/17 

Date Reviewed: 
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A POLICY STATEMENT 

OF 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

SCHOOL VOLUNTEERS 

 
The Hancock County Board of Education appreciates the service provided by citizens volunteering in the schools and 

believes when parents, families, businesses, and members of the community are involved with schools, all children 

benefit, as stated in WV State Board Policy 2200.  For the protection of the students; parents, family members and 

members of the community desiring to fulfill the role of a school volunteer; and the Board of Education, this policy is 

established. 

 

Definition of volunteer - a person not employed by the Board of Education that provides service on a frequent basis to a 

school, school program, or school students. This policy is not meant to cover the occasional services provided by 

homeroom parents, PTA parents, guest speakers, etc.  Those providing occasional services must follow the rules 

established by the individual schools for school visitors and guests. 
 

1. The prospective volunteer must complete an application and be recommended by the school principal for 

approval by the Hancock County Board of Education before volunteering activities begin. 

2. The volunteer must work directly under and in the presence of a board employee.   

3. The volunteer may not substitute for a teacher, aide, custodian, etc. 

4. Persons volunteering their services during the school day when children are present or when chaperoning 

overnight trips must submit to a background check as required of all school employees.  The cost of the 

background check will be the responsibility of the applicant.  The results of the background check must be on 

file before the volunteer is recommended to the Board of Education for approval. 

5. Persons volunteering their services during the school day when children are present and who have traveled 

out of the country within the last six months must provide proof of a negative tuberculin test.   

6. Volunteers approved by the Board of Education to work directly or indirectly with children will be required 

to wear identification provided by Hancock County Schools.  

7. Persons volunteering services such as painting, cleaning, minor repairs, renovations, etc. must be 

recommended to the Board of Education before the services begin and must work in the presence of a Board 

of Education employee.  If this service does not involve direct contact with students, the tuberculin testing 

and background check may be waived at the discretion of the superintendent. 

 

 

Date Adopted:  11/28/01 

Date Amended:  2/11/08; 2/13/17 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

GRADING SYSTEMS 

The Hancock County Board of Education believes that the cooperation of school and home is a vital ingredient to the 

growth and education of the whole child. It recognizes its responsibility to keep parents informed of student welfare and 

progress in school. Therefore, the Board directs the establishment of a system of reporting student progress which shall 

include written reports and parent conferences with teachers. As part of their professional responsibility, appropriate staff 

members shall comply with the use of LIVEGRADES as the grading system for Hancock County Schools. 

To assure excellence in education, evaluating pupil progress must be a continuous process.  A variety of methods must be 

utilized to achieve a fair and accurate student progress report for parents. The methods must: 

1. Ensure that both student and parent receive ample warning of a pending grade of failure or one that would 

adversely affect the student’s academic status; 

2. Enable the scheduling of parent-teacher conferences at such times and in such places as will ensure the greatest 

degree of participation by parents; 

3. Specify the issuance of report cards at intervals of not more than nine (9) weeks; 

4. Ensure that all grades will be recorded in a timely manner in the county’s approved electronic gradebook (i.e., 

LiveGrades.) 

5. Ensure issuance of a letter to seniors during the final grading period for each failed assignment; 

6. Ensure the final grade at the secondary level represents an assessment of the student’s work for the entire course. 

 

A report card shall be issued at the end of each grading period with the following specifications: 
 

 Kindergarten will report academic progress with a Parent Progress Report for KinderCorner beginning with 

the first grading period and an Early Learning Rating Scale (ELRS) parent report in the fall and spring.  

 Grade 1 will report academic progress with a Parent Progress Report for Reading Roots beginning with the 

first grading period. 

 Grades 1, 2, & 3 will report academic achievement in math and reading using a letter grade (i.e., A, B, C, D 

or F); progress in science, social studies, health, writing, music, art, and physical education will be indicated 

by S (Satisfactory) or N (Needs Improvement.) 

 Grade 4 will report academic achievement in math, reading, science and social studies using a letter grade 

while writing, music, art, and physical education progress will be indicated with S or N. 

 Grades 5, 6, 7 and 8 will receive letter grades in core academic classes and in all related arts classes, except 

when special circumstances exist.  Special circumstances must be addressed on an individual student basis 

and must be outlined in each student’s IEP.    

 Grades 9, 10, 11 and 12 will receive letter grades for all classes. However, such grades shall be weighted in 

specific classes (e.g., Advanced Placement.)  
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The letter grades used to indicate academic progress are: 

 

AVERAGE GRADE QUALITY POINTS 

93-100 A 4.0 

85-92 B 3.0 

75-84 C 2.0 

65-74 D 1.0 

0-64 F 0.0 

 

 

As an INCENTIVE for excellent attendance, high school students who have two (2) absences or less will have the option 

of taking final exams.  Any final exam taken as an option will not negatively affect the final grade in the class.   

Qualifying students must present WRITTEN PARENTAL PERMISSION to the principal in order to be excused from 

taking final exams. This provision does not exempt students from End of Course Exams (EOCE) where REQUIRED. 

EOCE count as 15% of the final grade.  

 

 

Date Adopted:  7/08/13 

Date Amended:  8/12/95; 2/13/17 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

MONITORING/RECORDING STAFF and/or STUDENT MEETINGS 

 
Video and audio recording of events not open to the public involving a) school employees carrying out their school-

related duties, and/or b) students, and/or c) parents and/or d) others involved in school-related business, including but in 

no way limited to meetings between parents and teachers, IEP team meetings and other special education related 

meetings, meetings between or among administrators and school employees and/or meetings between or among school 

employees only and/or meetings between or among administrators only has a tendency to inhibit participation, intimidate 

the participants and hinder open and honest dialogue during such meetings. In addition, video and audio recordings, as 

aforesaid, may be, and have in fact been used improperly by some individuals, 

 

Therefore, the Hancock County Board of Education hereby declares that video and audio recording of events not open to 

the public involving a) school employees carrying out their school-related duties, and/or b) students, and/or c) parents 

and/or d) others involved in school-related business, including but in no way limited to meetings between parents and 

teachers, IEP team meetings and other special education related meetings, meetings between or among administrators and 

school employees and/or meetings between or among school employees only and/or meetings between or among 

administrators only SHALL NOT be permitted. 

 

However, exceptions to this policy may be granted by the county superintendent in her/his sole and exclusive judgment.  

Prior written requests to video or audio record events as aforesaid must be made to the county superintendent at least 48 

hours prior to the event that the requestor seeks to video or audio record.  Such permission should only be granted under 

extraordinary circumstances and where doing so will be in the best interests of Hancock County Schools in pursuing its 

educational mission and in the best interests of students. 

 

Under no circumstances may any recording of any kind whatsoever be made by any person of an executive session of the 

Board of Education. 

 

Nothing herein shall be interpreted to prohibit any person from video or audio recording any school-related event which 

is open to the general public, including but not limited to athletic contest, fine arts performances, spelling bees, debates, 

etc. 

 

 

Date Adopted:  01/03/11 

Date Amended:  05/09/11; 11/28/16 

Date Reviewed:  05/13/13 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

PROMOTION, RETENTION, and ACCELERATION of STUDENTS 
 

The Hancock County Board of Education believes that students should be placed in instructional programs in which they 

can achieve academically as well as develop emotionally, socially, and physically.  It is expected that the vast majority of 

students will progress with their peers satisfactorily through grades PK – 12 in fourteen years.  For a variety of reasons, 

however, certain students may require more or less time to develop their educational potential.  
 

When administrators and/or teachers are deciding upon the promotion, retention or acceleration of elementary and middle 

school students, the following criteria is to be considered: 
 

1. Achievement level versus grade level versus ability level, particularly in reading 

2. Physical, social, emotional, and intellectual development 

3. Positive and negative effects on the student 

4. Supports for Personalized Learning (SPL)  

5. Assessments  

 

Before a student can be retained in any grade level, the following procedure must be followed: 

 

 Support for Personalized Learning and Student Assistance Team  SAT process must have been implemented 

 Documented parent/teacher conferences must be held 

 Prior to February 1st, a letter must be sent to the parent(s)/guardian(s) regarding academic concerns and possible 

retention.   

 By May 1st, a letter must be sent to the parent(s)/guardian(s) requesting a conference to discuss their child’s 

academic status and possible retention.  A final decision will be made at the end of the school year. 

 The SAT process will continue. 

 

A student cannot be retained in one grade for more than one year. In addition, a student cannot be retained more than one 

time in K-4 nor more than one time in grades 5-8.   

 

In the event that a child’s academic progress begins to decline after February 1st, it does not relieve the school from 

following the above procedures/conferences prior to a final decision being made on retention. 

 

8th Grade – Promotion or Retention  

 

During the school year, a complete analysis of grades will occur at the end of each nine week grading period.  Those 

students who do not achieve a passing grade in both Reading Language Arts and Math will be eligible to attend a special 

Focus Support Program (FSP).  The goal of the FSP is to provide students with targeted instruction in reading and math, 

correct deficiencies and to focus on areas of weakness identified by the school, SAT Team, or state assessment. Students 

who display a mastery of subject material with a passing grade on the next report card will be released from the FSP at 

the end of the nine week grading period. At the end of the school year, a final analysis of grades will occur for students  

who did not achieve a passing grade in all core subjects and the principal along with the SAT/IEP team will make the  
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final decision regarding promotion/retention/advancement. 

 

If a student does not meet the criteria for promotion under the conditions outlined above, he/she will be retained in the 

eighth grade. The principal along with the SAT/IEP team will make the final decision on a student’s placement. 

 

9th – 12th Grade – Promotion or Retention  

 

Promotion and retention in grades 9 – 12 are based on the successful completion of both required courses as outlined in 

WV State Board Policy 2510 and elective courses to equal the number of credits needed for promotion and finally 

graduation. If a student has been enrolled continuously in grades 9-12, the student shall be expected to meet the 

graduation requirements that were in effect when he/she entered 9th grade. 

 

Minimum Promotion Requirements at the end of the 2017 School Year are: 
 

To be classified as a sophomore, a student must have accumulated 6.5 credits  

To be classified as a junior, a student must have accumulated 12.5 credits. 

To be classified as a senior, a student must have accumulated 19.5 credits.   

 

Minimum Promotion Requirements at the end of the 2018 School Year are: 
 

To be classified as a sophomore, a student must have accumulated 7 credits  

To be classified as a junior, a student must have accumulated 13.5 credits. 

To be classified as a senior, a student must have accumulated 20.5 credits.   

 

Minimum Promotion Requirements at the end of the 2019 School Year and beyond are: 
 

To be classified as a sophomore, a student must have accumulated 7.5 credits  

To be classified as a junior, a student must have accumulated 14.5 credits. 

To be classified as a senior, a student must have accumulated 21.5 credits 

 

Any student attending High School who receives an “F” in a course taken during the regular school year receives no 

credit(s) towards graduation for that course(s).  Students who either need the course, or want to earn the credit(s) lost by 

failing a course(s) during the regular school year, may opt to:  

 

1. Enroll in a summer school program approved by Hancock County Schools. 

2. Enroll in the Credit Recovery Program approved by Hancock County Schools. 

3. Retake the course in the following semester/term, depending on the availability of seats in the desired course.  

 

At the conclusion of each school year (within two [2] weeks of the last day of school for students) parents/guardian of 

students who have not accumulated enough credit to be promoted to the next grade level or to graduate will be notified by 

certified mail of their status and be provided information on summer school, virtual school, or other available 

opportunities. 

 

Teachers must provide sufficient documentation to justify a student's final mark. It is essential that all methods of 

determining grades are explicit so that those same procedures may be followed in the event of the teacher's absence.  

 

Grade Acceleration 

 

The Hancock County Board of Education recognizes that students of outstanding ability and achievement may profit from 

methods of acceleration and/or enrichment, and that one possibility for acceleration is bypassing a grade. The 

acceleration procedure for bypassing a grade will be considered only for students who are academically and socially 

advanced to an extreme extent. This acceleration procedure shall be considered only when other methods which might 
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meet the advanced academic capabilities of the students have been tried and do not suffice. If other 

acceleration/enrichment methods have been tried and do not suffice, then the companion administrative guidelines of this 

policy shall be followed; the guidelines pertain to the procedures/criteria that need to be met with regard to bypassing a 

grade. 

 

Advanced Entrance for Kindergarten  

A child must be no less than one (1) year below the required age for entrance before August 31 of the year in which 
advanced entrance is being sought; must have attained an individual ability test score which is at the 97 th percentile 
ranking or higher; and must obtain achievement scores at the 90th percentile ranking or higher. No placement shall be 
carried out after the last school day in September of the year in question. 

 

 

Date Adopted:  4/27/81 

Date Amended:  7/01/85; 11/09/92; 12/15/97; 5/24/04; 1/12/09; 4/27/09; 7/08/13; 6/9/14; 2/13/17; 5/22/17 

Date Reviewed:  12/11/000  
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ADMINISTRATIVE GUIDELINES for the IMPLEMENTATION of ACCELERATING STUDENTS 

with OUTSTANDING ABILITY and ACHIEVEMENT 

 

The following procedures/criteria shall be followed when considering a student for bypassing a grade after all other 

appropriate methods have been tried and do not suffice: 

  

1. Parents must submit a notarized request to the principal. Said request will be discussed at a SAT meeting. 

 

2. At the SAT team meeting the principal, current academic subject teacher(s) and team members are to indicate a 

yes or no vote no later than May 1 regarding the following two statements: 

 

It is my opinion that Name of Student is academically more than capable of handling the academic requirements 

of the grade to which advancement is being considered.  

 

YES ______ NO ______ 

 

It is my opinion that this same student will be able to cope with the social/emotional requirements of the 

proposed grade advancement.  

 

YES ______ NO ______ 

 

3. If the student receives the required YES votes as per Step 2, then a current, individual achievement should be 

given Minimal grade placements achieved should be one grade level beyond the grade to which advancement is 

being considered; this would apply to each subject. If the student cannot attain these levels, the consideration for 

the advancement should be stopped at this point. 

 

4. If requirements 2 and 3 are met, then an appropriate social/school adjustment inventory (ies) should be completed 

by each current academic subject teacher, plus the itinerant gifted teacher. The teacher for the gifted would 

complete a rating only if service was current and if the teacher had met the student for more than a half school 

year. No particular level of scoring should be required; however, the information should be made available to all 

those directly concerned so that it may be considered. 

 

5. If the student/teacher/principal agree that once the student is advanced and this placement is not in the best 

interest of the student, he/she may return to the original placement.

 

6. At a joint meeting which minimally includes the parent(s), principal, coordinator of curriculum and/or 

coordinator of pupil services, the final recommendation is made regarding the advancement. The principal would 

call the meeting; teachers present will be at the principal's discretion. If possible, the superintendent should also 

be in attendance.  

 

7. If the superintendent is not present at the joint meeting, then the principal informs, in writing, the superintendent 

of the final recommendation. The principal forwards to the superintendent all pertinent supportive information as 

he requires. 

 

8. The superintendent, in writing, informs the principal, with a copy for the parent(s), of his final decision. 

 

 

Date Adopted:  4/27/81 

Date Amended: 

Date Reviewed:  7/01/85; 12/11/00 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

GRADUATION REQUIREMENTS 

 

The requirements for graduation from high school include earning the necessary units of credit in grades 9 through 12 as 

established in State law and State Board of Education Policy 2510. By this same policy, county boards of education have 

the authority to increase these requirements for schools in their counties.  The Hancock County Board of Education has 

exercised that option and has set the number of credits required for graduation below.   

 

     Class of 2017 - 26.5 Credits 

Class of 2018 -   27 Credits 

Class of 2019 – 27.5 Credits 

Class of 2020 and beyond – 28.0 Credits 

County boards of education must ensure that students have access to at least four College Board AP® courses annually.  

All AP® courses must have a syllabus approved through the College Board.  All AP® course shall be taught by a teacher 

who has completed the required professional development per Policy 2510. Access to AP® courses may also be met via 

West Virginia Virtual School AP® courses. WVBE Policy 2515 requires that grades earned in an AP® course be 

weighted.  

 

If a student has been enrolled continuously in grades 9-12, the student shall be expected to meet the graduation 

requirements that were in effect when he/she entered 9th grade unless amended by WVBE policy. 

 

If a student has re-enrolled after dropping out of school, the requirements that student must meet depends upon the length 

of time he or she has been out of school.  If the student has been out of school less than one year, he/she would be 

expected to complete the graduation requirements that were in effect when he/she entered grade 9 for the first time.  If the 

student has been out of school one year or more, s/he would be expected to complete the graduation requirements in 

effect upon re-enrollment. 

 

A student who has less graduation requirements that is transferring into a Hancock County high school may not be able to 

complete these requirements.  In such cases, the student's credits shall be evaluated to determine if one or more county 

and/or state requirements will be waived by the county or state superintendent. 

 

Modified Graduation Requirements 

 

An eligible student with exceptionalities who meets the criteria for instruction based on modified standards may pursue 

either a standard or modified diploma.  These decisions must be specified on the student’s IEP. 

 

Eligible students with disabilities who have been determined by an IEP Team to be unable, even with extended learning 

opportunities and significant instructional accommodations, to meet state and county standard graduation requirements 

may receive a modified diploma. These students participate in the alternate assessment based on alternate academic 

achievement standards. 

 

Upon receiving a written request from the parent or legal guardian, the Hancock County Board of Education shall 

welcome all students working toward a modified diploma as participants in graduation ceremonies with their same grade  
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classmates. Students opting to participate in the graduation ceremonies may continue to receive special education 

eligibility services following the ceremony until age 21. 

 

Alternate Means to Earn High School Diploma 

 

A standard high school diploma is awarded to students who meet graduation requirements aligned with the West Virginia 

Content Standards and Objectives unless the student pursues an alternate means to earn high school credit through 

Optional Pathway and receives a high school diploma in accordance with Policy 2444.4: Issuance of the State of West 

Virginia Diploma.  

 

 

Date Adopted: 5/29/13 

Date Amended 7/14/14; 2/22/16, 09/26/16; 2/27/17 

Date Reviewed: 2/13/17 

 

 
Back to Table of Contents 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
The above Policy Statement is an integral part of the Official Policy Manual of this Board of Education as of the date shown adopted. 

 

Page 2 of 2 



 

 

File: IKFA 

 

A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

EARLY GRADUATION 

 

Attendance for the school day for all four years during grades 9-12 is important so that students obtain the full benefit 

from the educational programs offered in Hancock County Schools.  Therefore, all students shall be scheduled in the 

defined high school curriculum, college courses, career and technical programs, credit recovery, Option Pathway, 

experiential learning, or virtual school courses for the full instructional day for all four years. 

 

The Hancock County Board of Education shall permit a student to graduate in fewer than four years if: 

 

 The student has met all state and county graduation requirements,  

 The student has provided written approval from the parent or legal guardian if the student is 

under the age of 18,  

 The appropriate high school administrator and counselor have made every attempt to encourage 

the student to take advantage of the educational opportunities available in Hancock County 

Schools, and 

 The student meets at least one compelling circumstance. 

 

Compelling Circumstances include: 

Economics – the parent or guardian provides written approval and states the economic need for the student to hold a job; 

the employer provides a signed document of the schedule of hours the student works; 

Education – the parent or guardian provides written approval; the student provides proof of enrollment in at least two 

college classes of at least three hours each; 

Marriage with Family Responsibilities – the student provides a valid marriage certificate; 

Military Service; or 

An unforeseen situation deemed a compelling circumstance by the Director of Student Services and the Attendance 

Coordinator. 

 

The Director of Student Services and the Attendance Coordinator shall prepare a report to be filed with the Hancock 

County Board of Education listing the names of students who are eligible for early graduation. This report is to be 

completed by August 1st for those students eligible for summer graduation, by December 1st for those students eligible for 

first semester graduation, and by May 1st for those students eligible for second semester graduation. 

 

 

Date Adopted:  7/12/82 

Date Amended:  3/28/11; 3/14/16; 2/27/17 

Date Reviewed:  7/1/98; 12/11/00; 5/29/13 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

GRADUATION HONORS 
 

It shall be the policy of the Hancock County Board of Education to acknowledge each student’s successful completion of 

the graduation requirements of the state and county by the awarding of a diploma at graduation ceremonies. The Board 

shall award a regular high school diploma to every student enrolled in this County who has completed the standard 

graduation requirements. 

 

The Hancock County Board of Education recognizes all graduating students that have challenged themselves at the 

highest level, regardless of course of study, by meeting one of three tiers of exemplary achievement. 

 

Highest Honors: Students with a grade point average of 4.0 or above, who have taken at least one 

Advanced Placement class, and have taken a full academic schedule that does not include a teacher 

assistant class. 

 

High Honors: Students with a grade point average between 3.7 and 3.99, inclusive. 

 

Honors: Students with a grade point average between 3.4 and 3.69, inclusive. 

 

A notation of Highest Honors, High Honors, or Honors will appear on the student’s diploma and transcript.  

 

The grade point average (GPA) for earning Graduation Honors recognition will be based on the total credits earned by 

the end of the final semester of the students’ senior year. The total quality points, based on the numerical point value of 

final letter grades, is calculated from credited classes as established in WV State Board of Education Policy 2510.        

 

Class ranking shall be determined by GPA based on grades earned for high school courses taken during grades nine 

through twelve, including summer school classes, college courses taken for dual credit, and classes taken through 

Hancock On-line, or a similarly approved on-line program. The number one ranking is assigned to the highest GPA in the 

class. Class rank will be recorded on students’ transcripts. 

 

Commencement exercises shall include only those students who have successfully completed requirements for graduation 

as certified by the high school principal. No student who has completed the requirements for graduation shall be denied a 

diploma as a disciplinary measure. A student may be denied participation in the graduation ceremony when personal 

conduct so warrants. 

 

The Superintendent shall establish necessary administrative guidelines for graduation that comply with state rules and 

regulations. 

      

Hancock County School system shall offer the following high school credentials for qualifying graduates: 

 

College Readiness Credential: Students scoring at or above the college readiness benchmarks as agreed upon by the 

West Virginia Board of Education, the West Virginia Higher Education Policy Commission, and the Council for 

Community and Technical College Education. 

 

Work Readiness Credential: Students completing an approved career/technical concentration and obtaining a passing 

score on the designated assessment. 
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Courses Taken for High School Credit 

 

The WV Board of Education has established a uniform grading policy that must be used for any course taken for high 

school credit regardless of the grade level of the student at the time the course is taken, other than courses that county 

boards of education choose to designate by policy as being weighted. 

 

Grading Scale for Non-Weighted Course Grades 7-12 

 

SCORE GRADE QUALITY POINTS 

93-100 A 4.0 

85-92 B 3.0 

75-84 C 2.0 

65-74 D 1.0 

0-64 F 0 

 

 

Weighted Grades: County Boards of Education shall issue weighted grades for Advanced Placement and International 

Baccalaureate courses for which high school credit is to be awarded.  

 

 

Grading Scale for Weighted Course Grades  

 

SCORE GRADE QUALITY POINTS 

93-100 A 5.0 

85-92 B 4.0 

75-84 C 3.0 

65-74 D 2.0 

0-64 F 0 

 

 

A teacher may not be required by a principal or any other person to change a student’s grade for either an individual 

assignment or on a report card unless there is clear and convincing evidence that there was a mathematical error 

calculating the student’s grade. 

 

 

 

Date Adopted:  11/17/08 

Date Amended:  8/17/09; 9/9/13; 2/22/16 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

SERVICE ANIMALS IN SCHOOLS 
 

The Hancock County Board of Education acknowledges its responsibility to permit students and/or adults with 

disabilities to be accompanied by a “service dog” in its school buildings, in classrooms, and at school functions as 

required by the Americans with Disabilities Act, 28 CFR Part 35, subject to the following: 

 

1. All requests for an individual with a disability to be accompanied by a service dog must be addressed in writing 

to:  

 Superintendent of Hancock County Schools 

 PO Box 1300 

 New Cumberland, WV 26047 

 

The request must contain required documentation of annual vaccinations.  This written request must be delivered 

to the Superintendent of Schools’ office at the Board of Education in New Cumberland at least 10 business days 

prior to bringing the service dog to school or to a school function. 

 

2. Owners of a service dog must provide annual proof of the following vaccinations: 

 

 DHLPPC (Distemper, Hepatitis, Leptospirosis, Paroinfluenza, Parovirus, Coronavirus) 

 Bordetella 

 Rabies 

 

3. All service dogs must be kept clean and groomed to avoid shedding and dander. 

 

4. Owners of service dogs are liable for any harm or injury caused by the dog to other students, staff, visitors, 

and/or property, and must provide proof of current liability insurance coverage as required by the Hancock 

County Schools Board of Education. 

 

5. The animal must be a dog.  No other species of animal, whether wild or domestic, will be permitted in schools as 

a service animal. 

 

6. The dog must be required for the individual with a disability.  In the case of a student, the student must have a 

current 504 PLAN or IEP that addresses the need for a service dog. 

 

7. The dog must be individually trained to do work or a task for the individual with a disability.  A therapy dog is 

not a service dog for the purposes of these policies and procedures.  Annual proof of certification of training is 

required. 

 

8. Any limitations that the dog may have or circumstances to avoid must be provided. A school administrator may 

ask an individual with a disability or his/her parents/guardian to remove a service dog from a school building, a 

classroom, or from a school function if any one of the following circumstances occurs: 

 

 The dog is out of control and the dog’s handler does not take effective action to control it. 

 The dog is not housebroken. 

 The dog’s presence would fundamentally alter the nature of the service, program, or activity. 
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9. A service dog must have a harness, leash, or other tether, unless either the handler is unable because of a 

disability to use a harness, leash, or other tether, or the use of a harness, leash or other tether would interfere with 

the service dog’s safe, effective performance of work or tasks, in which case the service dog must be otherwise 

under the handler’s control. 

 

10. The Hancock County School District is not responsible for the care or supervision of a service dog, including 

walking the dog or responding to the dog’s need to relieve itself. 

 

a. Hancock County Schools is not responsible for providing a staff member to walk the service dog or to 

provide other care or assistance to the dog. 

b. Students with service dogs are expected to care and supervise their dog.  In the case of a young child or a 

student with disabilities who is unable to care for or supervise the service dog, the parent is responsible 

for providing care and supervision of the dog.  Issues related to the care and supervision of service dogs 

will be addressed on a case-by-case basis at the discretion of the building administrator.  Hancock 

County Schools reserves the right, but is not required, to provide care and supervision of a service dog.  

Such decisions will be made by the building administrator on a case-by-case basis. 

 

 

Date Adopted:  3/11/13 

Date Amended:  6/12/17 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

SCHOOL ATTENDANCE AREAS 
 

Under the guidelines of the WV Code §18-5-16a, the Hancock County Board of Education has divided the county into 

such districts as are necessary to determine the schools the students of the county shall attend. Students should attend the 

school in which their parent or guardian, or person legally responsible for said students, resides. Upon the written request 

of any parent or guardian, or person legally responsible for any student, or for reasons affecting the best interests of the 

schools, the superintendent may transfer students from one school to another within the county. Any aggrieved person 

may appeal the decision of the county superintendent to the county board, and the decision of the county board shall be 

final.  

 

The particular boundaries for each individual school are as follows: 

 

ALLISON ELEMENTARY 

 

The northern boundary begins at the Chester western city limits along the Ohio River to the West Virginia Pennsylvania 

State Border. The eastern boundary encompasses Pryamus Road-Lewis Road to the Pennsylvania border.  The boundary 

continues south and east along Veteran’s Boulevard to the intersection of Smith Road.  The boundary extends westward 

to include Allison Road, Arner Road, and Shepherd’s Valley to the Murray Road intersection.  The west and southern 

boundary extends from the Ohio River south to the intersection of Ohio River Boulevard (Rt. 2) and Congo-Arroyo Road 

and continues to include Washington School Road to Glendale Road. 

       

NEW MANCHESTER ELEMENTARY 

 

The northern boundary begins at the intersection of Congo-Arroyo Road and extends to the Ohio River on the west.  The 

boundary continues eastward to include the area south of the Sixth Street – Washington School Road intersection, and 

continues to Veteran’s Boulevard (Rt. 8) and Smith Road.  The eastern boundary extends southward from the intersection 

of Patterson Road and Gas Valley Road to the intersection of Anderson Lane and the West Virginia – Pennsylvania 

border.  The western border extends from Congo-Arroyo Road south to the intersection of Holbert’s Run Road and Ohio 

River Boulevard (Rt. 2). 

 

WEIRTON ELEMENTARY 

 

Weir Middle’s boundary encompasses all areas south beginning at a point on State Route No. 2 midway between 

Holberts’ Run and Rainy Hill. It extends northeast to the intersection of Holberts’ Run and Wylie Ridge Road, then 

southeast to the intersection of Anderson Lane and Swearingen Road. The boundary continues east to a point on the West 

Virginia-Pennsylvania border north of Hudson Hill.  

 

OAK GLEN MIDDLE SCHOOL 

 

Oak Glen Middle’s boundary encompasses all areas north beginning at a point on State Route No. 2 midway between 

Holberts’ Run and Rainy Hill. It extends northeast to the intersection of Holberts’ Run and Wylie Ridge Road, then 

southeast to the intersection of Anderson Lane and Swearingen Road. The boundary continues east to a point on the West 

Virginia-Pennsylvania border north of Hudson Hill. Standish Hill Road is included in the Oak Glen attendance area. 
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WEIR MIDDLE 

 

Weir Middle’s boundary encompasses all areas south beginning at a point on State Route No. 2 midway between 

Holberts’ Run and Rainy Hill. It extends northeast to the intersection of Holberts’ Run and Wylie Ridge Road, then 

southeast to the intersection of Anderson Lane and Swearingen Road. The boundary continues east to a point on the West 

Virginia-Pennsylvania border north of Hudson Hill.  

 

OAK GLEN HIGH 

 

Oak Glen Middle’s boundary encompasses all areas north beginning at a point on State Route No. 2 midway between 

Holberts’ Run and Rainy Hill. It extends northeast to the intersection of Holberts’ Run and Wylie Ridge Road, then 

southeast to the intersection of Anderson Lane and Swearingen Road. The boundary continues east to a point on the West 

Virginia-Pennsylvania border north of Hudson Hill. Standish Hill Road is included in the Oak Glen attendance area. 

 

WEIR HIGH 

Weir Middle’s boundary encompasses all areas south beginning at a point on State Route No. 2 midway between 

Holberts’ Run and Rainy Hill. It extends northeast to the intersection of Holberts’ Run and Wylie Ridge Road, then 

southeast to the intersection of Anderson Lane and Swearingen Road. The boundary continues east to a point on the West 

Virginia-Pennsylvania border north of Hudson Hill.  

 

 

Date Adopted:  9/12/84 

Date Amended:  1/10/94; 6/24/96; 8/23/04; 4/07/14; 5/08/17 

Date Reviewed:  7/01/85 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

STUDENT ATTENDANCE 

The West Virginia Board of Education (WVBE) and the Hancock County Board of Education recognize that a direct 

relationship exists between students’ daily school attendance and academic performance, graduation, and good work 

habits. Daily attendance is necessary for students to meet their schools’ academic program standards as each day’s 

learning builds on the work previously completed. While students and parents/guardians have the ultimate responsibility 

for daily school attendance, the laws of West Virginia and WVBE Policy 4110, Attendance, require school administrators 

to enforce compulsory school attendance, and to provide an environment conducive to, and encouraging of, attendance. 

 

Definitions 

Absence is defined as not being physically present in the school facility for any reason. 

Allowable Deductions for Schools are absences that result from school approved curricular/co-curricular activities, 

failure of the bus to run/hazardous conditions, disciplinary measures and school/county directed placements outside the 

traditional classroom environment including but not limited to homebound placement and in-school suspension. 

Attendance is aggregated to the nearest half day according to the following: 

 Full-day attendance means being present at least .74% of the school day 

 Half-day attendance means being present at least .50% of the school day. 

Attendance Rate is the number of days present divided by the number of school days, multiplied by one hundred for 

students in grades K-12. 

 

Attendance and Academic Performance 

Excessive absence of students may limit academic progress. Data supports that poor classroom attendance leads to poor 

classroom performance. Upon recommendation of the teacher, a student who is persistently absent and who is 

academically behind will be referred to the Student Assistance Team. Both classroom performance and attendance history 

will be used in the discussions and determinations of a Plan of Action. (State Board Policy 2510 prohibits retention based 

solely on attendance.) Each school shall have at least one designated SAT Coordinator. 

 

Attendance in Universal Pre-Kindergarten 

Enrollment in a Hancock County Schools’ Pre-K program is voluntary. However, once a child is enrolled, the child must 

follow the Hancock County Attendance Policy. If excessive absenteeism and/or tardiness occurs, the principal/teacher 

will communicate with parent/guardian in an effort to improve attendance. A child may be dis-enrolled from a Hancock 

County Schools’ Pre-K program when the principal, teacher, and parent/guardian concur that the best interest of the child 

would not be served by requiring further attendance.  

 

Attendance in Kindergarten 

A child may be dis-enrolled from a Hancock County Schools’ Kindergarten program when the principal, teacher, and 

parent/guardian concur that the best interest of the child would not be served by requiring further attendance.  However, 

the child must re-enroll in kindergarten the following school year. 
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Attendance as a Condition of Licensing for Privilege of Operation of Motor Vehicle 

The issuance of a Driver’s Eligibility Certificate is based on age, attendance, behavior and academic progress of a 

student. The student must be at least 15 years old but less than 18 years of age. 

Students enrolled must be attending school regularly. Regularly for the purpose of driver’s license eligibility, is defined 

as less than ten consecutive or fifteen total days unexcused absences during the school year. Suspension or expulsion 

from school or imprisonment in a jail or a West Virginia correctional facility is not a circumstance beyond the control of 

the student, and for purposes of this policy, shall be considered an unexcused absence. 

Students enrolled and making satisfactory progress in a course leading to a diploma or a high-school equivalency diploma 

(i.e., TASC) are eligible for a Driver Eligibility Form and / or reinstatement of driver’s license. Satisfactory Academic 

Progress is defined as attaining and maintaining grades sufficient to allow for graduation and course-work in an amount 

sufficient to allow graduation in five years or by age nineteen, whichever is earlier. This would calculate in the minimum  

annual earning of five credits to allow graduation in five years based on the graduation requirements set forth in  

§126CSR42, WVBE Policy 2510:  Assuring the Quality of Education, Regulations for Education Programs. Three of the  

five credits earned annually must be from the core requirements identified in W. Va. §126CSR42, WVBE Policy 2510:  

Assuring the Quality of Education, Regulations for Education Programs. 

 

In addition, the student shall not have committed on the premises of an educational facility, at a school-sponsored 

function, or on a school bus an assault and/or battery on a school employee, possessed a deadly weapon, sold a narcotic 

drug, unlawfully possessed a controlled substance governed by the uniform controlled substances act, WV Code §60A-11 

et seq., or committed an act or engaged in conduct that would constitute a felony under WV Code if committed by an 

adult. 

 

 

Roles and Responsibilities in Regards to Attendance 

 
The county attendance director and his/her assistants shall diligently promote regular school attendance. 

 

They shall ascertain reasons for unexcused absences from school of students of compulsory school age and students who 

remain enrolled beyond the compulsory school age and take such steps as are, in their discretion, best calculated to 

encourage the attendance of students and to impart upon the parents and guardians the importance of attendance and the 

seriousness of failing to attend school regularly. 

 

In the case of three (3) total unexcused absences of a student during a school year, the attendance director or assistant 

shall serve written notice to the parent, guardian, or custodian of the student that the attendance of the student at school is 

required and that if the student has five (5) unexcused absences, a conference with the principal or other designated 

representative will be required.  

 

In the case five (5) total unexcused absences, the attendance director or assistant shall serve written notice to the parent, 

guardian or custodian of the student that within five (5) days of receipt of the notice the parent, guardian or custodian, 

accompanied by the student, shall report in person to the school the student attends for a conference with the principal or 

other designated representative of the school in order to discuss and correct the circumstances causing the unexcused 

absences of the student, including the adjustment of unexcused absences based upon such meeting. 

In the case of ten (10) total unexcused absences of a student during a school year, the attendance director or assistant 

shall make complaint against the parent, guardian, or custodian before a magistrate of the county.  If it appears from the 

complaint that there is a probable cause to believe that an offense has been committed and that the accused has committed 

it, a summons or a warrant for the arrest of the accused shall issue to any officer authorized by law to serve the summons 

or to arrest persons charged with offenses against the state.  More than one parent, guardian or custodian may be charged  
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in a complaint.  Initial service of the summons or warrant issued pursuant to the provisions of W. Va. Code §18-8-4 shall 

be attempted within ten (10) calendar days of the receipt of the summons or warrant and subsequent attempts at service 

shall continue until the summons or warrant is executed or until the end of the school term during which the complaint is 

made, whichever is later.   

When calculating unexcused absences for the purpose of making complaints against a parent, guardian, or custodian 

before a magistrate, unexcused absences resulting from suspensions or expulsions from school shall not be considered.   

The magistrate court clerk, or the clerk of the circuit court performing the duties of the magistrate court as authorized in 

W. Va. Code §50-1-8, shall assign the case to a magistrate within ten (10) days of execution of the summons or warrant.  

The hearing shall be held within twenty (20) days of the assignment to the magistrate, subject to lawful continuance.  The 

magistrate shall provide to the accused at least ten (10) days advance notice of the date, time, and place of the hearing.   

When any doubt exists as to the age of a student absent from school, the attendance director has authority to require a 

properly attested birth certificate or an affidavit from the parent, guardian, or custodian of the student, stating age of the 

student.  In the performance of his or her duties, the county attendance director has authority to take without warrant any 

student absent from school in violation of the provisions of this article and to place the student in the school in which he 

or she is or should be enrolled.   

The attendance director shall file with the county superintendent  and county board of education, at the close of each 

month, a report showing activities of the school attendance office and the status of attendance in the county at the time 

due to provisions in W. Va. Code §18-8-4. An end of the year report shall be given in June at a Board meeting. 

The attendance director shall support and require the school principal to implement and execute the duties as defined in 

W. Va. Code §18-8-5: 

1. The principal shall compare school numbers with school enrollment monthly.  

2. In the case five (5) total unexcused absences, the attendance director or assistant shall serve written notice to the  

parent, guardian or custodian of the student that within five (5) days of receipt of the notice the parent, guardian or 

custodian, accompanied by the student, shall report in person to the school the student attends for a conference 

with the principal or other designated representative of the school in order to discuss and correct the 

circumstances causing the unexcused absences of the student, including the adjustment of unexcused absences 

based upon such meeting.  

3. It shall be the duty of the principal, administrative head, or other chief administrator of each school, whether 

public or private, to make prompt reports to the county attendance director, or proper assistant, of all cases of 

unexcused absences arising within the school which require the services of an attendance worker.  

4. A student whose educational services are guided by an existing SAT plan, IEP, or 504 plan may warrant special 

consideration when a pattern of multiple, single, or chronic absences exist.  The child’s current status should be 

reviewed by the SAT, IEP, or 504 team as deemed appropriate and in accordance with state and federal laws. 

Each parent, guardian, or custodian is responsible for fully cooperating in and completing the enrollment process by 

providing: immunization documentation (W. Va. Code §16-3-4), copy of a certified birth certificate or affidavit (W. Va. 

Code §18-2-5c), signed suspension and expulsion document (W. Va. Code §18-5-15), and any other documents required 

by federal, state, and/or local policies or code. 

Jurisdiction to enforce compulsory school attendance law lies in the county in which a student resides and in the county 

where the school at which the student is enrolled is located.  When the county of residence and enrollment are different, 

an action to enforce compulsory school attendance may be brought in either county and the magistrates and circuit courts 

of either county have noncurrent jurisdiction for the trial of offenses arising under W. Va. Code §18-8-4. 

Teachers are expected to promote excellent attendance and to follow all provisions outlined in this policy.  Teachers are 

expected to keep up-to-date, accurate attendance records for each of their classes, recording tardies, absences, and school 

related absences.  

Page 3 of 6 



 

 

File: JE 

Special Circumstances for Students 18 Years of Age and Older 

 

The compulsory school attendance provision of WVC §18-8-1a and §18-8-2 shall be enforced against a person 18 years 

of age or older for as long as the person continues to be enrolled in a school system, and shall not be enforced against the 

parent, guardian, or custodian of such person. 

 

Any person 18 years of age or older who is enrolled in school who, after receiving due notice, fails to attend school in 

violation of the provisions of WVC §18-8-2 or without just cause, shall be guilty of a misdemeanor and shall, upon 

conviction of a first offense, be fined not less than $50 nor more than $100 together with the costs of prosecution and 

required to attend school and remain throughout the school day. 

 

Upon conviction of a second offense, a fine may be imposed of not less than $50 nor more than $100 together with the 

costs of prosecution and the person may be required to go to school and remain throughout the school day until such time 

as the person graduates or withdraws from school. 

 

Upon conviction of a third offense, any person 18 years of age or older who is enrolled in school shall be withdrawn from 

school during the remainder of that school year. Enrollment of that person in school during the next school year or years 

thereafter shall be conditional upon all absences being excused as defined in law, state board policy and county board of 

education policy. More than one unexcused absence of such a student shall be grounds for the director of attendance to 

authorize the school to withdraw the person for the remainder of the school year. (WVC §18-8-2)  

 

Jurisdiction to enforce compulsory school attendance laws lies in the county in which a student resides and in the county 

where the school at which the student is enrolled is located. When the county of residence and enrollment are different, 

an action to enforce compulsory school attendance may be brought in either county and the magistrates and circuit courts 

of either county have concurrent jurisdiction for the trial of offenses arising under this section. 

 

Procedures Regarding Absences 

To comply with WV State Codes §18-8-1 and §18-8-2, all schools must record excused and unexcused absences. For 

uniformity, the following procedures should be followed: 

When a student is absent, it is the responsibility of the parent or legal guardian to inform the school by phone of the 

reason for the child’s absence. If phone contact has not been made, upon returning to school, the student shall present a 

written note. If phone contact or note is not presented within three days, the absence shall remain unexcused.  

All absences are recorded in the West Virginia Educational Information System (WVEIS) using the designated code 

describing the reason for absence. 

Participation in school sponsored, board-sanctioned activities or attendance at a state tournament in which the school is 

participating is recorded with an X1 code (school approved curricular or extra-curricular activity). The absence is not 

included in the calculation of attendance rate. 

Students on Homebound instruction, Out-of-School Placement, Extended Hospital stays, and/or Alternative Education are 

not exempt from the Attendance Laws of the State of West Virginia. 

Except in extenuating circumstances, the principal or designee shall contact the parent/guardian within two hours 

of the school’s starting time to confirm a student absence. In extenuating circumstances the principal/designee will 

contact the parent/guardian as soon as feasible. 

Participation in school functions (sporting events, dances, etc.) will be contingent upon proper attendance of 

school. 

Make-up Work 

All students will have the opportunity to make up work.  The following provisions shall be made in all schools: 

Page 4 of 6  



 

 

File: JE 

1. It is the responsibility of the student upon returning to school to contact the teacher for make-up work and to 

complete all work within the time period allotted. For absences anticipated to extend beyond two days, parents 

may notify the school & request make-up work.  The school shall provide the make-up work within 24 hours.  

2. It is the responsibility of each teacher to provide make-up work and to inform students of the procedures to be 

followed in obtaining and completing work. 

3. A student shall be given the same number of days missed to complete all make-up work (e.g., two days absent = 

two days to make up work missed) 5 days will be the maximum number of days allowed to complete make-

up work.   

4. If a student arrives late to school, he/she is responsible for contacting the teacher that day to take any test 

scheduled or submit any work due that day. 

5. Failure of the student to contact the teacher or make up the work within the time allotted will result in an 

incomplete grade for work not completed. 

6. A teacher should use professional judgment in granting exceptions to these rules if he/she determines a student’s 

special individual needs warrant considerations. 

 

Short Day for Students 

Attendance for the entire school day for all four years during grades 9-12 is important so that students obtain the full 

benefit from the educational programs offered in Hancock County Schools.  Therefore, all students shall be scheduled in 

the defined high school curriculum, college courses, career and technical programs, credit recovery, Option Pathway, 

experiential learning, or virtual school courses for the full instructional day for all four years. 

 

The Hancock County Board of Education shall permit students to shorten their school day if a compelling circumstance 

exists. A twelfth grade student maintaining a 2.0 average in classes and with the approval of his/her parent or guardian 

may apply for short day scheduling due to one or more of the following reasons: 

 

1. Economics – the parent or guardian provides written approval and states the economic need for the student to 

hold a job; the employer provides a signed document of the schedule of hours the student works; 

2. Education – the parent or guardian provides written approval; the student provides proof of enrollment in at least 

two college classes of at least three hours each at an approved institution; 

3. Marriage with Family Responsibilities – the student provides a valid marriage certificate; 

4.  Military Service; or 

5. An unforeseen situation deemed a compelling circumstance by the Director of Student Services and the 

Attendance Coordinator. 

Students applying for short day must first meet with his/her high school guidance counselor to ascertain GPA and review 

completion of graduation requirements.  The student must complete an application and return completed application to 

the guidance counselor.  Parent or guardian must sign application form in the presence of the high school guidance 

counselor.  The principal will sign the application verifying that the student is eligible, that the information is accurate 

and the application is complete.  The principal will forward the application to the Superintendent or designee, for board 

approval.  Applications will be reviewed only during the first two board meetings of each semester. 

 

Home Bound Instruction 

Homebound instruction is provided for students unable to attend school because of physical or emotional needs.  

Hancock County Schools believe that the best place for an education is in the school.  Homebound instruction is provided  
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only when accommodations cannot be made such as providing a reduced day schedule and/or modifications in the 

classrooms.  The Homebound instruction can be administered in the hospital, home, or a central location agreed upon by 

the parents, doctor(s), and school administration. A licensed physician may recommend a student for homebound services 

if the diagnosis is such that a student is unable to participate in a regular school setting.  The physician must be aware 

that homebound instruction is not equal to instruction in the school and is provided to help keep a student abreast of their 

studies until their return to school.  

 

Appeal Process 

A parent / guardian may request a building level review of their child’s attendance record at any time during the 

school year.  If necessary, the county Attendance Director may act as a source of attendance information and / or as a 

mediator to any dispute in the attendance record. 

 

Date Adopted:  4/25/83 

Date Amended: 8/08/83; 2/25/01; 3/06/01; 3/23/01; 2/28/03; 4/25/03; 5/20/03; 5/27/05; 1/28/13; 6/10/13; 

5/22/17 

Date Reviewed:  7/01/85; 11/12/13 

Date State Reviewed: 3/23/01; 3/26/02; 6/04/03  
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

EARLY ENTRANCE 

In order to meet the eligibility requirements for gifted education services according to WV State Board Policy 2419, the 

Hancock County Board of Education will follow the below mentioned requirements for early entrance into Kindergarten. 

The child who has not turned age 5 by August 31, but who will turn age 5 during the month of September of that same 

year may be tested for early entrance to Kindergarten upon the parent’s request.  

The need for specially designed, differentiated instruction and/or services beyond those normally provided in the general 

education classroom will be provided for the early entrance student. Differentiated instruction for gifted students may 

include enrichment of the content emphasizing the development of higher-level thinking, including critical thinking, 

creative thinking, and problem solving skills; and/or acceleration of content while the student remains in the 

chronologically appropriate grade. Related services may include guidance and counseling, independent study, and 

distance learning, for example. 

An eligibility committee will determine if a student is eligible for special education services as a gifted student when the 

following criteria are met: 

1. General Intellectual Ability Score at the 97th percentile rank or higher on a comprehensive test of intellectual 

ability in consideration of 1.0 standard error or measurement, and 

2. Academic Achievement at the 90th percentile rank or higher as measured by an individual standardized 

achievement test in at least one of the four core curriculum areas or at least demonstrating exceptional 

functioning in at least one of the four core curriculum areas during the multidisciplinary evaluation. 

Special Considerations 

Intellectual Ability 

If the student’s general intellectual ability score is unduly affected by performance in one or more composite scores, the 

evaluator may use for purposes of eligibility an alternate general ability index or an individual composite measure as 

permitted in the test manual or other technical reports. The evaluator must include a statement in the report indicating 

which score is the better indicator of the student’s intellectual abilities and the supporting reasons for this determination. 

Historically Under-represented Gifted Population 

Historically under-represented Gifted Population are those students whose giftedness may not be apparent due to low 

socioeconomic status, a disability in accordance with policy, or a background that is linguistically or culturally different. 

If it is determined that the eligibility criteria and/or assessment instruments discriminate against a student because the 

student belongs to a historically under-represented Gifted Population, eligibility for gifted services shall be based upon 

criteria that complement the definition and eligibility for gifted as described in policy. To determine whether a student 

demonstrates the potential for intellectual giftedness when the student does not meet the eligibility criteria as described in 

policy, the eligibility committee must consider all data gathered by the multidisciplinary evaluation team. These data 

include, but are not limited to: 

1. Individual achievement 

2. Group achievement 

3. Classroom performance 

4. Teacher input 

5. Inventories 
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6. Scales 

7. Checklists 

8. Student products 

9. Parent information. 

The following lists different procedures that the eligibility committee may use in determining eligibility of a student who 

belongs to a historically under-represented population; this is not an exhaustive list. 

1. Using an alternative assess to identify giftedness in minority student 

2. Using a matrix to get a total picture 

3. Using parent, student, and teacher rating scales to provide added information. 

 

Date Adopted:  4/08/13 

Date Amended:  5/22/17 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

STUDENT ADMISSION to / WITHDRAWAL from SCHOOL 

 
The Hancock County Board of Education, in compliance with West Virginia State Code §18-2-5, shall cause its schools 

to be open for the full instructional term to all students attaining the required entrance age for a specific school year.  

 

No student shall be admitted for the first time to any public school in WV unless the person enrolling the student presents 

a copy of the student’s original birth record certified by the state registrar of vital statistics, confirming the student’s 

identity, age, and state file number of the original birth record. If a certified copy of the pupil’s birth record cannot be 

obtained, the person so enrolling the student shall submit an affidavit explaining the inability to produce a certified copy 

of the birth record; a three-week extension shall be granted to such person in the US military service who is in transit due 

to military orders.  

 

Students entering the Hancock County School system for the first time are in one of the following categories:  

1. Students entering the Special Needs Pre-K program, 3 years old.  

2. Students entering the Pre-K program, 4 years old.  

3. Students entering the Kindergarten Program, 5 years old.  

4. Students entering the First Grade who have not attended the Kindergarten Program.  

5. Students transferring into the Hancock County School System from  

another West Virginia county or another state or county in any grade.  
 

Children enrolling in pre-school programs must be at least four years of age prior to September 1 of the year of entrance; 

children enrolling in kindergarten must be five years of age prior to September 1 of the year of entrance and children 

enrolling in first grade must be six years of age prior to September 1 of the year of entrance. 

 

This policy does not apply to students who are exempt from compulsory attendance under WVC §18-8-1. Exemptions 

from compulsory attendance as defined in the code are: 

1. Instruction in a private or home school setting; 

2. Physical or mental capacity as confirmed in writing by a doctor or school nurse; 

3. The existence of conditions that render school attendance hazardous to the life, health or safety of the child; 

4. Graduation from a standard senior high school or alternate secondary program completion as determined by 

the state board; 

5. Destitution in the home which shall be verified in writing by the Attendance Director; 

6. Reasons related to church ordinances and observance of regular church ordinances; and 

Special Circumstances for Pre-Kindergarten and Kindergarten Students 

A child who is five years old prior to September 1 of the current school year and who is enrolled in a kindergarten 

program may be withdrawn from that program during the school term when the principal, teacher and parent or guardian 

concur that the best interest of the child would not be served by requiring further attendance, provided, however, that the 

principal shall make the final determination with regard to compulsory school attendance in a publicly supported 

kindergarten program. 
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The option of withdrawal from a kindergarten program is not available to students who are six years of age prior to 

September 1 of the current school term and who are enrolled in a kindergarten program.  Compulsory attendance laws 

require that all six year old children must be enrolled in an appropriate public education, private school or home 

instruction program.   (WVC §18-8-1a) 

 

 

Withdrawal to Another School or District 

 

Students changing schools or school districts must be officially withdrawn from school. To officially withdraw the parent 

must contact the school and secure a withdrawal form signed by the school principal. The parent must sign for the release 

of all school records using the form provided by the school.  

 

All personal belongings and certain instructional materials must be obtained from the teacher(s). The school will forward 

information regarding the student’s academic progress and other school records directly to the principal of the student’s 

receiving school.  

 

Withdrawal as a Dropout 

 

A student withdrawing from high school must first conference with the principal, counselor and/or the career-technical 

education director. A Withdrawal Form must be completed.  

 

The Board of Education believes that all students should complete their educational program and that both the individual 

and society are best served when this occurs. The Board mandates that those programs and services which will promote 

individual student attendance and program completion be provided to the fullest extent that authority and resources allow. 

It shall be the goal of the administration of Hancock County Schools that all students shall complete their educational 

program. The administration shall do all in its power to provide those programs and services which promote student 

completion of educational programs. 

 

The administration shall provide that guidance necessary to ensure that each student's curriculum is that which is best 

suited to individual needs, abilities and interest. A student withdrawing from high school must first conference with the 

principal, counselor and/or the career-technical education director. A Withdrawal Form must be completed.  

 

Driver’s License 

 

Whenever a student at least 15 but less than 18 years of age withdraws from any school, the attendance director shall 

forthwith give written notice of such withdrawal to the West Virginia Department of Motor Vehicles within 5 days of the 

date of withdrawal.  WV §18-8-11 

 

For the purpose of the notice required by the preceding subsection to be sent to the State Department of Motor Vehicles, 

withdraw is defined as more than 10 consecutive days / or 15 total days of unexcused absences by any student during a 

school year. 

 

 

Date Adopted:  5/22/17 

Date Amended: 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

ADMISSION PROCEDURES 

 
The laws of West Virginia regarding enrollment in a state public school for the first time require that school personnel 

obtain documentation from the parents or guardians of students.  Admission takes place at the school associated with the 

student’s area of residence. The parent/guardian shall make an appointment at said school and provide the following list 

of required documentation for Hancock County Schools. Additional documentation may need to be provided in certain 

circumstances. 

 

1. Birth Certificate (WV Code 18-2-5c) 

 A copy of the student’s original birth record certified by the State Register of Vital Statistics confirming 

the student’s identity, age, and state file number of the original birth record. 

 If a certified copy of the student's birth record cannot be obtained, the person so enrolling the student 

shall submit an affidavit explaining the inability to produce a certified copy of the birth record.  Upon the 

failure of any person enrolling a student to furnish a certified copy of the student’s birth record, the 

principal of the school in which the student is being enrolled shall immediately notify the local law-

enforcement agency and provide copies of the submitted proof of the student’s identity and age and the 

affidavit explaining the inability to produce a certified copy of the birth record. 

 Military personnel who are in transit owing to military orders may be granted a three week extension to 

submit birth records. 

2. Health Check 

3. Hearing Screening 

4. Immunization documentation (WV Code 16-3-4) 

5. Oral Check 

6. Speech and Language Screening 

7. Vision Screening 

See Hancock County Board of Education Policies JLCB and JLCC for detailed information on items two through seven. 

Admission by Transfer 

Transfer is the process by which a student ends enrollment or attendance in one location and begins enrollment or 

attendance in a second location. Within fourteen days after enrolling a transferred student, the principal of the school or 

his designee shall request that the principal or designee of the school in which the student was previously enrolled 

transfer a certified copy of the student’s birth record. 

Intra-county Student Transfer 

Students are expected to attend the school to which they are assigned.  However, when based upon sound educational 

reasons, parents may request a change of school assignment for their children by submitting a written request.  All such 

requests shall be reviewed on a case-by-case basis. The Superintendent may grant a request of transfer to those students 

whose parents have complied with the required procedures. Students who are Hancock County residents will be of the 

highest priority followed by other WV students.  
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Decisions to grant permission to transfer are based on class size at both the student's school of residence and the receiving 

school. Parental requests will be granted only under extenuating circumstances. Once denied, the student remains in the 

school of residence for the entire year. Once approved, the parent must understand that the student may be returned to the 

school of residence at any time within the school year should the class size exceed limits set by state law. 

Availability of space in special programs in the receiving school is defined as no more than 75% of the teacher/therapist 

caseload for that exceptionality (per WV Policy 2419, Regulations for the Education of Students with Exceptionalities.) 

Parents/guardians desiring an intra-county transfer for their child may submit a letter to the Hancock County Director of 

Student Services requesting said transfer. Such requests shall contain all relevant information and include the specific 

reasons for a transfer request. After careful investigation, the request shall be presented to the Superintendent for 

approval or denial.  

A student whose family moves during the school year may complete his/her current year at the school currently enrolled 

if such school is in a different zone than the new residence and transportation is available.  However, at the conclusion of 

that school year, such student will enroll in the school that serves the zone where the new residence is located. 

Students who are granted a transfer shall also be provided county transportation whenever possible. When not possible, it 

shall be the responsibility of the parent/guardian to provide transportation. 

It shall be the responsibility of the school principal to determine the residence of students and report to the County 

Attendance Director any exceptions.   

Approval for intra-county transfers shall be granted for the current school term.  Changes in circumstances or conditions 

may require the withdrawal of approval by the Board.  Therefore, parental requests for transfer must be submitted 

annually. (WVC §18-2-5 and §18-5-16) 

Therefore, the Board of Education establishes the following procedures to be followed for admitting students residing 

outside a school attendance boundary: 

Space available will be filled on a first come first served basis for each priority level. 

1. First priority will be given to students who previously attended the school but were redistricted out of the 

attendance zone by Board of Education action. 

2. Second priority will be given to students displaced as the result of Board of Education action to close, merge, or 

consolidate the school the student had previously attended. 

3. Third priority will be given to students previously enrolled in the school from other attendance areas. 

4. Fourth priority will be given to all other out of district requests. 

In implementing the open enrollment program, the district is not required to: 

1. Make alterations in the structure of a requested school or make alterations to the arrangement or function of 

rooms within a requested school. 

2. Establish and offer any particular program in a school if such program is not offered currently in such school. 

3. Alter or waive any established eligibility criteria for participation in a particular program including age 

requirements, course prerequisites and required levels of performance. 

4. Notwithstanding the provisions of this policy, student may be assigned outside his/her attendance area by mutual 

agreement of the principals in the special interest of the student and/or school. 

Nonresident Student Transfer 

In circumstances in which the Board of Education determines the education and welfare of a student will be enhanced, it 

may exercise its authority to accept the transfer request of any student on a part-time or full-time basis from another 

school district within the state; Provided that the board of education of both the county of residence and the county to 

which the student desires to transfer agree to the request.  
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Transfers will not be granted if such action would cause overcrowding, i.e. push a class or grade enrollment beyond the 

allowable maximum. Availability of space in special programs in the receiving school is defined as no more than 75% of 

the teacher/therapist caseload for that exceptionality. 

The parent/guardian of nonresident students shall have to provide for their child's transportation to and from school.  

The board of education of the school district in which the student is a bona fide resident shall pay Hancock County 

Schools a tuition that is agreed upon by both boards.  However, tuition for each full-time student shall not exceed the 

difference between state aid per student received by the county to which the student is transferred and the county cost per 

pupil in the county to which said student is transferred. (WVC §18-5-16; §18-5-16a; SBP 7200) 

 Link to SBP 7200-Intercounty Transfer Arrangements 

Transfer Student’s Suspension and/or Expulsion Status 

Prior to the admission of a pupil to any public school in Hancock County, the school principal, acting as the 

Superintendent’s agent, shall require the pupil's parent(s), guardian(s) or custodian(s) to provide, upon registration, a 

sworn statement or affirmation indicating whether the student is, at the time, under suspension or expulsion from 

attendance at a private or public school in West Virginia or another state. Any person willfully making a materially false 

statement or affirmation shall be guilty of a misdemeanor and, upon conviction, the penalty shall be the same as provided 

for "false swearing" pursuant to §61-3-5 of the West Virginia Code.  

The principal or his/her designee shall consult the WVEIS (West Virginia Education Information System) to determine  

whether the pupil  requesting admission is, at  the time of the   request for admission,   serving a suspension   or expulsion 

from   another public school in West Virginia. The WVEIS system has been programmed to disallow the recording of the 

enrollment of any pupil who is, at the time of attempted enrollment, serving a suspension or expulsion from another 

public school in West Virginia, and the system will notify the user who has attempted to record such enrollment that the 

pupil may not be enrolled, and to notify that user of the reason for the suspension or expulsion.  

Any student who has been suspended or expelled from school pursuant to §18A-5-1 of the code, or who has been 

suspended or expelled from a public or private school in another state, due to actions described in §18A-5-15, may not be 

admitted to any public school within the state of West Virginia until the period of suspension or expulsion has expired. 

However, consistent with the  Cathe A v. Doddridge County Bd. of Education, 200 W. Va. 521, 490 S.E.2d 340 (1997), 

the Safe Schools Act was amended to permit a public school to deny educational services to a student only when, 

following notice and a formal hearing, s/he is found to be a dangerous student.  

As defined by the court, a dangerous student is one who is substantially likely to cause serious bodily injury to 

himself/herself or another individual within that student’s educational environment, which may include any alternative 

education environment, as evidenced by a pattern or series of violent behavior exhibited by the pupil, and documented in 

writing by the school, with the documentation provided to the student and parent or guardian at the time of any offense. 

The Court directed that such a determination be made on a case-by-case basis and predicted that such a denial of 

educational services would be justified only in the most extreme cases.   Even then, the county must hold another hearing 

after three months to determine whether the student still meets the definition of dangerous student. 

If, when enrolling a previously expelled student, the Superintendent reasonably determines that the conduct resulting in 

the discipline is conduct described in the Safe Schools Act, the student may be offered alternative education for the 

period of the suspension or expulsion. Consistent with WVC §18-5-15, a student has the right to petition the county board 

of education to challenge the Superintendent’s decision to offer only alternative education instead of regular school 

attendance. 

Transfer from Home Schools and Private Schools 

Students previously enrolled in home schools or private schools may apply for admission to the public schools of 

Hancock County under the conditions set forth in the following procedures.  Students will be admitted at the semester 

change.  Parents are to contact the Director of Student Services who will provide a county application form and discuss 

the scheduling of a placement meeting.  Three weeks must be allowed from the time the county application form is  
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received by the Director of Student Services and the time the students enters the public school system.  Additional time 

must be allowed if application is made during summer months.  Such admission shall be made upon meeting the 

following requirements:   

Enrollment Requirements: 

1. Satisfactorily meet all residency requirements;  

2. Satisfactorily document that the requirements of  JC  School Admission  have been met; and   

3. Satisfactorily meet all academic requirements.  

Academic Requirements: 

1. Students previously enrolled in private schools, located within West Virginia shall be considered for grade 

level placement based upon the following criteria:  

a. A review of private school achievement records, administering academic assessments; 

b. Interviews with the students and/or parents; and 

c. Recommendation of the private school. 

2. Home schools operating under Exemption §18-8-1 (c) (2) shall have appropriate grade level placement for 

students determined by the educational staff of Hancock County Schools.  While home school documents 

regarding credits earned may be useful in determining the appropriate grade placement for home schooled 

students in the public schools of Hancock County, they will not be automatically accepted as the criteria for 

student placement.  The determination of the appropriate placement for these students may include review of 

home school achievement records, administering academic assessments, and interviews with the students 

and/or parents.    

3. Students previously enrolled in home schools or private schools located outside of Hancock County, or 

receiving an education through any other legal exemption, shall have appropriate grade level placement 

determined by the educational staff of Hancock County Schools.  This determination may include review of 

home school or private school achievement records, administering academic achievement measurements, and 

interviews with the students and/or parents.  (WVC §18-8-1 and §18-28-1thru 6) 

 

Transfer Appeals Process 

Any student whose application for transfer from one county to another has been denied by either the sending or receiving 

county may file an appeal with the State Superintendent of Schools, who shall have the authority to require the county 

board to approve the transfer. 

1. Such appeals must be made within 30 days of the county board of education denial of the transfer request. 

2. Hearings will be conducted according to State Board Policy 7212-Intercounty Transfer Appeal. 

3. Parents filing the appeal must demonstrate to the satisfaction of the State Superintendent that the proposed 

transfer is based upon sound educational grounds and is in the best interest of the student. 

4. The State Superintendent’s decision must be rendered within 30 days following the hearing. 

5. The State Superintendent’s decision is final. 

6. An approved transfer shall remain in effect until and unless the parents make proper application to both the 

sending and receiving county boards of education to revoke the transfer prior to January 1 for the following 

school year. 

7. The county is not responsible for transportation costs unless the county initiates the transfer process. 

Link to SBP 7212-Intercounty Transfer Appeal 
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Interstate Compact on Educational Opportunity for Military Children 

The state of West Virginia has entered into the Interstate Compact on Educational Opportunity for Military Children; 

therefore, Hancock County joins in the effort, in so far as possible, to remove public school barriers to educational 

success faced by school-aged children enrolled in grades Pre-K through 12 who are in the household of an active duty 

uniformed services member (including members of the Guard and Reserve pursuant to active duty orders under federal 

law). 

The Compact aims to ease the educational effects of military families’ frequent moves and the deployment of parents.  

Among its provisions are these: 

Educational Records and Enrollment  

If official education records cannot be released to a student’s parents or guardians for the purpose of the student’s 

transfer to a school in another state, the custodian of records in the sending state must prepare and furnish to the parents a 

complete set of unofficial educational records.   The receiving school must enroll and conditionally place the student 

based upon information in the unofficial records pending validation by the official records.  The school shall request an 

official record from the sending school and said record must be processed and furnished within 10 days. 

Immunizations 

The Board must allow a student 30 days from the date of enrollment to obtain any required immunizations unless the 

rules of the Interstate Commission establish another time period.  Where a series of immunizations is required, the 

student must obtain the initial vaccination within 30 days of enrollment unless the rules of the Interstate Commission 

establish another time period. 

Enrollment at Current Grade Level  

Regardless of the student’s age, s/he must be permitted to enroll in the grade level in West Virginia, including 

kindergarten, which is commensurate with the grade level in which the student was enrolled in the sending state at the 

time of transition. Regardless of age, a student who satisfactorily completed the prerequisite grade level in the sending 

state is eligible for enrollment in the next highest grade level in West Virginia.  

Course Placement  

A student who transfers to West Virginia before or during the school year must be initially placed in courses based on the 

courses in which he or she was enrolled in the sending state and/or on the educational assessment conducted in the 

sending state if the courses are offered at the school to which the student is transferring. These include Honors, Advanced 

Placement, vocational, technical, and career pathways courses. A school may perform subsequent evaluations to ensure 

appropriate placement and continued enrollment of the student in any course.  

Educational Program Placement  

A transferring student must initially be placed in educational programs based on current educational assessments 

conducted at the sending school, or based upon participation or placement in like programs in the sending state. The 

programs include gifted and talented programs and English as a Second Language. The receiving school may perform 

subsequent evaluations to ensure appropriate placement.  

Special Education Services 

A West Virginia school must initially provide to a transfer student with disabilities comparable services based on his or 

her current IEP. It must also make reasonable accommodations and modifications to address the needs of incoming 

students with disabilities, subject to an existing Section 504 or Title II plan, so as to provide the students with equal 

access to education. The school may perform subsequent evaluations to ensure appropriate placement. 

Placement Flexibility 

County administrative officials have flexibility in waiving course and program prerequisites, or other preconditions for 

placement in courses or programs offered under the authority of the Board. 
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Absence as Related to Deployment Activities 

A student whose parent or legal guardian is on active duty and has been called to duty for, is on leave from, or 

immediately returned from deployment to a combat zone or combat support zone posting must be granted additional 

excused absences at the discretion of the Superintendent in order to visit with the parent or guardian relative to such leave 

or deployment.  

Eligibility for Enrollment 

A special power of attorney relative to the guardianship of a child of a military family is sufficient for purposes of 

enrollment and all other actions requiring parental participation and consent.  

A county board may not charge local tuition to a transitioning military child placed in the care of a noncustodial parent or 

other person standing in loco parentis who lives in a school district other than that of the custodial parent. Such a child 

may continue to attend the school in which s/he was enrolled while residing with the custodial parent. 

Eligibility for Extracurricular Participation 

The State Board of Education and county boards must facilitate the opportunity for transitioning military children to be 

included in extracurricular activities, regardless of application deadlines; to the extent the children are otherwise 

qualified.  

Graduation 

To facilitate on-time graduation of children of military families, the State Board of Education and county boards must 

incorporate certain procedures. These include:  

Either the waiver of specific courses required for graduation if a student has satisfactorily completed similar course work 

in another local education agency, or providing reasonable justification for the denial;  

Where a waiver is denied to a student who would otherwise qualify to graduate from the sending school, providing an 

alternate means of acquiring required coursework so that the student may graduate on time in the receiving school 

district; and 

If a student transferring at the beginning of or during the senior year is ineligible to graduate in West Virginia after all 

alternatives have been considered, working with the sending state to ensure that the student receives a diploma from the 

sending state if s/he meets the graduation requirements of the school in the sending state. (WVC §18-10F-1; §18-10F-2) 

 

Date Adopted:  10/11/94 

Date Amended:  11/28/94; 4/22/96; 1/12/09; 5/22/17 

Date Reviewed:  3/24/14 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

STUDENT ABSENCES and EXCUSES 

 
The WV Board of Education and the Hancock County Board of Education recognize that a direct relationship exists 

between students’ daily school attendance and academic performance, graduation, and good work habits. This attendance 

policy promotes students’ daily school attendance. Daily attendance is necessary for students to meet their schools’ 

academic program standards as each day’s learning builds on the work previously completed. While students and 

parents/guardians have the ultimate responsibility for daily school attendance, the laws of West Virginia require school 

administrators to enforce compulsory school attendance, and to provide an environment conducive to, and encouraging 

of, attendance. 

 

Each Hancock County School is required by the school laws of West Virginia to carefully monitor the students’ 

attendance.  Absences are excused only when they meet the conditions set forth by the attendance policy of Hancock 

County Board of Education in compliance with WVC §18-8-1, § 18-8-2 and West Virginia Department of Education 

Policy 2510, Assuring the Quality of Education: Regulations for Education Programs. Excused Student Absences are 

those specifically listed as such and include: 

 Attendance Director is pursuing judicial remedies due to the number of absences (P3 and P4) 

 Bus Fails to Run (B1 full day and B2 half day) 

 Calamity, such as fire or flood (C1 and C2) 

 Death in the family (D1 and D2) 

 Health Exclusion for active lice or other contagious parasitic conditions 

 Homebound (H1 and H2) 

 Illness in student’s family (I1 and I2) 

 Illness of student verified by clinician (I3 and I4) 

 Illness or injury of student limited to 10 days per year and verified by parents or guardians (I5 and I6); following 

the tenth personal illness day (P1 and P2), a SAT will convene, if necessary 

 Leave of Educational Value e.g., college visit (L1 and L2) 

 Legal obligation or court appearance involving the student as a witness, not as the defendant (L3 and L4) 

 Medical or dental appointment with written excuse from physician or dentist, not an appointment card (M1, M2) 

 Medical condition that is chronic and may require multiple or regular absences.  These conditions must be 

documented annually with a valid physician’s note that explains the condition and anticipated impact on 

attendance.  The necessity for the absences must be approved and reviewed quarterly by the SAT, IEP, or 504 

team.  (M5 and M6) 

 Military requirements for students enlisted or enlisting in the military (M3 and M4) 

 Out of School Suspension as a disciplinary consequence for non-Safe Schools’ offense (S1 and S2); for a Safe 

Schools’ Act violation (S3 and S4) 

 Participation in homebound or hospital instruction due to an illness or injury or other extraordinary 

circumstances that warrants home or hospital confinement. 
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 Religious Holiday with proper verification (R1 and R2) 

 School-approved curricular/co-curricular activities (X1 and X2) 

 

 

Documented Chronic Medical Condition  

 

A documented chronic medical condition means any physical or mental condition that may require multiple or regular 

absences.  This condition must be documented annually with a valid physician’s note that explains the condition and 

anticipated impact on attendance.  The necessity for the absences must be approved and reviewed quarterly by the SAT, 

IEP, or 504 team.  Such absence(s) shall be considered an allowable deduction. 

 

 

Documented Disability 

 

A documented disability means any mental or physical impairment that substantially limits one or more major life 

activities and is documented annually with a valid physician’s note that explains the disability and anticipated impact on 

attendance.  The necessity for the absences must be approved and reviewed quarterly by the SAT, IEP, or 504 team.  

Such absence(s) shall be considered an allowable deduction. 

 

Unexcused Student Absence  

Any absence not specifically included in the definition of Excused Absence. 

 

Early Dismissal from School 

Students will not be dismissed from school unless the parent or guardian, or individual designated by the parent or 

guardian comes to the school office and signs a release form. Age of student is not an exception. 

In an extreme emergency, the principal may release the child to another party, but that individual must meet the student at 

the office and sign the release form. (Written permission from the parent/guardian must be presented at the time of 

release.) 

Each early dismissal from school is to be documented on the student’s attendance register as EE for excused early 

dismissal or EU for unexcused early dismissal. If a student leaves before 74% of the day is completed, it is to be 

recorded as an absence and not an early dismissal. 

 

Date Adopted:  4/25/83 

Date Amended: 8/08/83; 2/25/01; 3/06/01; 3/23/01; 2/28/03; 4/25/03; 5/20/03; 5/27/05; 1/28/13; 6/10/13; 

5/22/17 

Date Reviewed:  7/01/85; 11/12/13 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

TARDINESS 
 

Students arriving at school after the instructional day begins or to a scheduled class after the time is designated to begin 

will be counted as tardy. State Board Policy 4110 

 

Monthly Newsletters, Attendance Director’s classroom visits, proactive parent letters, and school based prevention 

activities will consistently address the issues of arriving late. Each school is responsible for the implementation of these 

activities. 

 

A student arriving late must first report to the office and provide an explanation. The excuse must be verified by phone 

contact with parent or written note. Each tardy to school and to class is to be documented on the attendance register 

either as TE, tardy with excuse, or TU, tardy without an excuse. Arriving after 26% of the day is completed is not a tardy 

but is counted as an absence 

 

Level 1 – Tardy 3 to 5 times: Student/Parent Notification - Parents will be notified by letter from school. Letter will 

include expected time schedule to be followed.  

 

Level 2 – Tardy 6 to 9 times: Student/Parent Notification - Parents will be notified by letter from Attendance Director. 

Letter will include consequences of continued tardiness. 

 

Level 3 – Tardy 10+ times: Student/Parent Referral – Parents will be referred to one or more of the following: 

 Juvenile Mediation 

 Juvenile Probation Office 

 DHHR - Department of Health and Human Resources 

 High School Principal-Loss of Driving Privileges to school with revocation of parking permit 

 SAT meeting can convene if deemed appropriate. 

 

Date Adopted:  4/25/83 

Date Amended: 8/08/83; 2/25/01; 3/06/01; 3/23/01; 2/28/03; 4/25/03; 5/20/03; 5/27/05; 1/28/13; 6/10/13; 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

TRUANCY 

 
According to The High School Graduation Improvement Act, WV Code §18-8-6, absenteeism is proven to be the highest 

predictor of course failure. Truant students face low self-confidence in their ability to succeed in school because their 

absences cause them to fall behind their classmates, and the students find dropping out easier than catching up. There is a 

strong relationship between truancy and dropping out of high school. Frequent absences are one of the most common 

indicators that a student is disengaging from the learning process and likely to drop out of school early. Intervention after 

fewer absences is likely to have a positive impact on a student’s persistence to graduation. 

Habitual Truant 

A habitual truant is defined as a student accumulating five (5) to ten (10) unexcused absences in one school year. 

Chronic Truant 

A chronic truant is defined as a student accumulating more than ten (10) unexcused absences in one school year. 

Students in violation of the above truancy standards will be referred to a Pre-Trial Diversion Meeting, Juvenile 

Mediation, DHHR Youth Services, DHHR Child Protective Services, and/or summoned to Magistrate and/or Juvenile 

Court.   

The Attendance Director of Hancock County Schools is responsible for monitoring students’ unexcused absences and 

arranging participation in the diversion process. 

 

Date Adopted:  4/25/83 
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A POLICY STATEMENT OF 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

STUDENT CONCERNS, COMPLAINTS AND GRIEVANCES 

 
In compliance with WV State Board Policy 4373, Expected Behavior in Safe and Supportive Schools, the Hancock 

County Board of Education provides these procedures to be used to reach solutions to problems in an expedient 

straightforward manner and to, thus, enhance morale through efforts to resolve differences/complaints. 

 
Definitions 

 

1. Complaint - An alleged violation, misinterpretation, or misapplication of an established mode of operation. 

 

2. Mode of Operation - The manner of carrying out staff responsibilities with regard to students whether prescribed 

by law or administrative policy and procedure. 

 

3. Grievance - A complaint which has not been resolved and which has been reduced to writing. The term grievance 

shall apply only to those matters on which the Board of Education has authority to act and shall not apply to any 

matter for which the method of review is prescribed by law. 

 

4. Staff - Any person hired by the Board of Education to perform services on a regular basis. 

 

5. Student - A person currently enrolled in a program directly under the authority of the Board of Education. 

 

6. Eligible Student - A student who is eighteen years of age or older. 

 

Procedures 

 

Since it is important that a grievance be processed as rapidly as possible, the number of days indicated at each level shall 

be considered as a maximum, and every effort must be made to expedite the process. The time limit specified may, 

however, be extended by mutual agreement of the appropriate parties when stated in writing. 

 

If a grievance is filed which might not be finally resolved under the time limits set forth herein prior to the end of the 

school year, the time limit set forth will be reduced so that the grievance procedure may be concluded prior to the end of 

the school year, or as soon thereafter as is practicable. 

 
In the process stated below, a student may have the assistance of anyone of his/her choosing (except at Level One - Part 

A) in the preparation of the grievance. Such person(s) may be present at any step of the procedure (except at Level One - 

Part A), but only if the grievant requests their attendance. At Levels Two, Three and Four, a parent must be present 

unless the student is an eligible student. 

 

No reprisals of any kind shall be taken against any grievant or any other participant in the grievance procedure by reason 

of such participation. 

 

Except at the informal discussion state of Level One Part A, all grievances, and decisions rendered at all levels of the 

grievance procedure, shall be in writing, setting forth the grievance, decisions and the reasons therefore, and shall be 

transmitted promptly to all parties in participation. 

 
Forms for filing grievances shall be made available to all students so requesting. 
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All meetings and hearings under this procedure shall be conducted in private, and shall include only such parties in 

interest and those chosen for assistance heretofore referred to in this policy.  Grievances should be processed in a manner 

which does not interfere with the student's schooling and/or the normal operation of the schools. The student retains the 

right to withdraw the grievance at any time; this must be a written request. 

 

LEVEL ONE 

 

Part A - The complaint must first be discussed privately with the principal directly in charge of the student; no 

representation is permitted at this point. If the complaint is not resolved, the student may file a formal grievance; the 

formal grievance must be filed with the principal of that building. 

 

Part B - The student shall, on the prescribed form, specify that which is claimed to have been violated; the circumstances 

of such violation; the specific statute, policy or procedure alleged to have been violated; and, the suggested remedy (if the 

student so desires). Such grievance shall be so lodged within ten days of the occurrence of the event upon which the 

grievance is based, or the grievance shall be null and void. 

 

Within ten days after the grievance is lodged, unless extended by mutual agreement in writing, the principal shall state 

his/her decision in writing to the appropriate parties. 

 

LEVEL TWO 

 
Within five days of receiving the decision of the principal, the student may appeal the decision. The appeal shall be on 

the prescribed form. The appeal shall be made to the Assistant Superintendent. 

 

Within ten days after the appeal is lodged, unless extended by mutual agreement in writing, the Assistant Superintendent 

shall state his/her decision in writing to the appropriate parties. 

 
LEVEL THREE 

 
Within five days of receiving the decision of the Assistant Superintendent, the student may appeal the decision.  The 

appeal shall be on the prescribed form and made to the Superintendent. 

 

Within ten days after the appeal is lodged, unless extended by mutual agreement in writing, the Superintendent shall state 

his/her decision in writing to the appropriate parties. 

 
LEVEL FOUR 

 
Within five days of receiving the decision of the Superintendent, the student may appeal the decision.  The appeal shall 

be on the prescribed form.  The appeal shall be made to the Board of Education through the Superintendent, who shall 

present same to the Board.  The Board of Education shall, within a reasonable time shall review all written decisions and 

transcripts of previous meetings and issue a decision to all parties and/or conduct a hearing with all parties in interest and 

issue a decision to all parties concerned within ten days of such hearing. Such decision by the Board of Education shall 

be final. 

 

Date Adopted:  7/26/82 

Date Amended:  5/22/17 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

STUDENT FUND-RAISING ACTIVITIES 

 
The Hancock County Board of Education supports the efforts of its schools to engage in fund-raising activities such as 

selling projects (i.e., goods, services) and/or programs of an entertaining and educational nature.  

 

Fund-raising projects may be sponsored by an organization related to the school program, e.g., PTA, Band Parents or 

Athletic Boosters. All sponsors of classes, clubs or organizations who want to raise money through fund-raising shall 

write a detailed request and present it to the building principal for approval.  The proposal shall deal with the type of 

project, the date of the campaign, the amount of funds needed and the intended use of said funds. A request may be 

denied if the need cannot be justified. The extent of the campaign and the type of investment must also be considered. All 

fund-raising programs must be approved by the principal. The Director of Students Services shall be informed by the 

school principal in advance of all fund raising projects. 

 

While conducting the fund-raising project, the public must be made aware of the intended use of the profits generated 

through the fund-raising project. 

 

It is strongly suggested that fund-raising projects be kept to a minimum in all Hancock County Primary and Middle 

Schools.  Any school group involved in fund-raising should do so only when it is necessary to finance a worthy school 

project having educational purposes. Students are not to solicit funds without providing a service or sale item in return 

(i.e., no tag day solicitation). 

 

If the fund-raising project is for the school and not an individual organization or team, profits are to be placed in the 

general fund to be used for any reason that directly benefits the school or its students. 

 

All financial transactions must follow the accounting guidelines of the Hancock County School Finance Director per WV 

State Board Policy 1224.1, Accounting Procedures Manual for Public Schools. 

 

Date Adopted:  7/01/85 

Date Amended: 5/22/17 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

STUDENT TRAVEL – CHAPERONES 

 
The Hancock County Board of Education recognizes that to provide a well-balanced education and extra-curricular 

opportunities for all of its students, many opportunities exist outside the confines of a classroom and beyond the school 

day.  The Board of Education also recognizes that to ensure the safety and well-being of its students, sufficient adult 

supervision must be provided. The purpose of this policy is to establish guidelines for school and central office 

administration in regards to such supervision. 

 

For the purpose of this policy; the definition of a chaperone is a person who accompanies and supervises a group of 

students; a volunteer chaperone will be in reference to a person not employed by the Board of Education or a person 

employed and not credentialed to supervise (custodian, secretary, etc.). 

 
The guidelines include: 

 

1. The school principal shall approve and be responsible for the supervision plan for all in school and out of school 

activities. 

2. When school staff is not sufficient to supervise an activity, volunteer chaperones may be approved by the 

principal to blend with the school staff. 

3. Volunteer chaperones must work directly under and in the presence of a school employee credentialed to 

supervise. 

4. Volunteer chaperones for overnight trips must meet all the requirements established by the Hancock County 

Board of Education Policy for school volunteers:  

 a clear background check 

 official approval by the Hancock County Board of Education  

5. When the activity requires transportation by bus(es), a board employee with the credentials to supervise 

(professional employees, supervisory aides, hired coaches) other than the driver of the bus, must be assigned to 

each bus in addition to any assigned volunteer chaperones. 

6. Chaperones assigned to supervise bus trips shall seat themselves in a position to observe the students being 

transported. 

7. While representing Hancock County Schools, chaperones will at all times dress and conduct themselves in a 

professional manner.  

8. Chaperones shall abide by and enforce all school and county policies during the entire length of the activity.  

This specifically includes tobacco, alcohol, and drug policies. 

9. Chaperones shall report any misbehavior to the person designated to be in charge. 

 

Date Adopted:   

Date Amended:  2/11/08; 6/26/17 

Date Reviewed:  8/11/14 

 
Back to Table of Contents 

The above Policy State is an integral part of the Official Policy Manual of this Board of Education as of the date shown adopted. 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

STUDENT DISCIPLINE 

 
Expected Behaviors in Safe and Supportive Schools 

 
The Hancock County Schools Board of Education supports and promotes academic, social and emotional learning in all 

settings.  Schools must consistently and persistently work to improve student knowledge, skills and dispositions that 

convey our nations’ core values. Dispositions are the values, commitments and ethics that influence one’s behaviors 

toward others and affect learning, motivation and development. Dispositions are affected by beliefs and attitudes related 

to values such as caring, fairness, honesty, responsibility, and social justice. Ideally, the teaching and learning of these 

valued dispositions should be the shared responsibilities of every employee, student, parent and community member and 

these stakeholders should be engaged in supporting the development of these dispositions. 

 

Together we are accountable for what we want students to KNOW, how we want them to BEHAVE and what we want 

them to ACCOMPLISH. 

 

This policy is developed in response to WV State Board Policy 4373. 

 
Link to SBP 4373 – Expected Behavior in Safe and Supportive Schools 
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Chapter 1 

EXPECTED STUDENT DISPOSITIONS 

 

School and Community Social Skills Standards 

  

Hancock County Schools supports and promotes social and emotional learning in all settings.  The social and emotional 

learning standards serve as a framework for school-wide student behavior expectations as determined at each school.   

 

Social and emotional learning is the process through which individuals acquire the knowledge, attitudes and skills they 

need to recognize and manage their emotions, demonstrate caring and concern for others, establish positive relationships, 

make responsible decisions and handle challenging situations constructively.  Socially competent students are skilled in 

three core areas: 

 

1. Self-awareness and Self-management – students are able to recognize their emotions, describe their interests 

and values and accurately assess their strengths.  They have a well-grounded sense of self-confidence and hope 

for the future.  They are able to manage stress, control impulses and express their emotions appropriately in a 

wide range of situations.  They can persevere in overcoming obstacles as well as set and monitor progress toward 

the achievement of personal and academic goals. 

2. Social awareness and Interpersonal Skills – students are able to take the perspective of and empathize with 

others and recognize and appreciate individual and group similarities and differences.  They are able to seek out 

and appropriately use family, school and community resources in age-appropriate ways.  They can establish and 

maintain healthy and rewarding relationships based on cooperation.  They resist inappropriate social pressure; 

constructively prevent, manage and resolve interpersonal conflict; and seek and provide help when needed. 

3. Decision-making Skills and Responsible Behaviors – students consider ethical standards, safety concerns, 

social norms, respect for others and the likely consequences of various courses of action when making decisions 

at school, at home and in the community.  They apply these decision-making skills in academic and social 

situations and are motivated to contribute to the well-being of their schools and communities. 

 

Social and emotional learning is addressed through various Hancock County policies as well as West Virginia Board of 

Education (WVBE) policies. 

 

Social and emotional learning is addressed through numerous West Virginia Board of Education and Hancock County 

Schools policies, procedures and programs.  The shaping of student behaviors is not confined to any one subject area or 

classroom; therefore, it is the collective responsibility of all school staff and all community partners to assume an 

appropriate role in teaching and supporting social and emotional learning skills.    

 

In order to achieve social and emotional learning standards, Hancock County Schools will address student development 

holistically and relate it to real-world functioning.  Culturally appropriate materials will be selected that respect 

individual differences while at the same time acknowledging and celebrating the cultural diversity of students within the 

classroom, school, community, state, nation and world.   

 

The following social and emotional learning standards, objectives and example behaviors shall be the guide for schools. 

The example behavior categories are defined as follows: 

1. Individual behaviors – are observable actions that students can demonstrate independently without interaction. 

2. Initiative interaction – are observable actions that require students to purposefully start social engagement. 

3. Responsive interaction – are observable actions that require students to engage in reaction to social encounters. 

4. Work skills interactions – are observable actions that require students to demonstrate social skills and 

dispositions that are expected in the workplace.  
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The standards and objectives progress through the grade levels in a spiraling nature.  Once the objectives from one level 

are mastered, students are expected to maintain them at higher grade levels as they continually demonstrate that they have 

integrated the valued dispositions into their personal values and actions.    
 

 

Standard 1:  Self-awareness and Self-management 

 

The self-awareness and self-management standard promotes the development of self- esteem and identification of 

emotions leading to student self-efficacy to express themselves in constructive ways.  These skills enable students to 

control impulses, manage stress and motivate themselves to establish, monitor and achieve academic and personal goals.  

 

SBP 4373 – Expected Behavior in Safe and Supportive Schools  to review Standard 1 for all grades 
   

 

Standard 2:  Social-awareness and Interpersonal Skills 

 

Social-awareness involves recognition of the thoughts, feelings and perspectives of others, including those that are 

different from one’s own.  Interpersonal skills involve cooperating, communicating respectfully and constructively 

resolving conflicts with others.  Both are essential for building and maintaining positive relationships that are essential to 

success in school and life. 
 

 

SBP 4373 – Expected Behavior in Safe and Supportive Schools  to review Standard 2 for all grades 
   

 

Standard 3:  Decision-making Skills and Responsible Behaviors 

 

Decision-making requires an ability to accurately assess a variety of situations, define and evaluate choices, anticipate 

consequences of each, generate alternative choices and select a responsible choice.  Responsible behaviors are those that 

promote safety, avoid risk, deal honestly and fairly with others and contribute in a positive way to one’s classroom, 

school, family and community.    
 

 

SBP 4373 – Expected Behavior in Safe and Supportive Schools  to review Standard 3 for all grades 
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Chapter 2 

STUDENT RIGHTS AND RESPONSIBILITIES 

 

Rights and responsibilities go hand in hand.  Students in West Virginia have basic rights and responsibilities similar to 

those enjoyed by other citizens. These include the right to the equal protection of the laws and the right to the privileges 

and immunities of United States citizenship. Enjoyment of these rights is governed by due process of law. 

 

School officials have control over student safety, welfare, and behavior from the time a student boards the school bus or 

arrives at school until the student returns home or to their designated bus stop. To meet this responsibility school officials 

have the right and responsibility to adopt rules and regulations for the purpose of maintaining order and discipline and 

creating a positive learning environment. It is a student’s responsibility to follow school rules and regulations and to 

cooperate with school authorities who enforce these rules and regulations. 

 

Section 1.  The Right to a Thorough and Efficient Education 

 

All students, regardless of race, religion, national origin, language, gender, disability, marital status, parenthood, or 

pregnancy have the right to an equal education opportunity. Students are required by law to attend school regularly until 

their seventeenth birthday; as long as they continue to be enrolled as a student after their seventeenth birthday; or until 

their graduation.  A student who has not graduated may attend school until they are twenty-one. 

 

Public schooling is tuition-free for all students. However, Hancock County Schools may charge tuition for summer school 

and before/after-school programs, if offered, provided that any student whose parents, in the judgment of the board, are 

unable to pay such tuition, may attend at a reduced charge or without charge except for post-secondary, community 

education, or adult preparatory programs. 

 

Whatever school supplies are deemed necessary to accomplish the goals of a school system and are an integral and 

fundamental part of elementary and secondary education will be provided free of charge to all students, such as 

textbooks, paper, writing implements and computers if their use is part of the curriculum.  Students may be required to 

purchase their own equipment, such as instruments and costumes, for performance-based classes, such as band, orchestra, 

choir, dance and theatre. However, students shall not be denied participation in a class because their parents/guardians 

cannot afford to do so. Contingency plans to accommodate students and families who do not have the financial means to 

make these purchases will be in place at the schools. 

 

Section 2.  Student Inquiry and Expression 

 

Schools may not conduct, sponsor or endorse religious activities during school time.  Individual students have the right to 

practice their own religion in a manner that does not interfere with the orderly conduct of classes and may form student 

groups with a religious focus that meet after school.  Students have the right to be absent from school, on a reasonable 

basis, for religious instruction and/or for participation in religious activities. An opportunity must be provided for 

students to make up any work missed; however, it is the student’s responsibility to make up such work pursuant to the 

rules established by the school or county. 

 

Students are entitled to exercise appropriate speech while at school. Freedom of speech includes forms of expression 

other than vocal, provided this activity does not materially and substantially disrupt the work and discipline of the school 

or impinge upon the rights of other students.  Schools may limit vulgar or offensive speech inconsistent with the school’s 

responsibility for teaching students the boundaries of socially appropriate behavior. Students’ off campus conduct that 

might reasonably be expected to cause disruption in the school may be prohibited or disciplined.  This includes blogs and 

social media postings created for the purpose of inviting others to indulge in disruptive and hateful conduct towards a 

student or staff member.  
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Students have the right not to be compelled to participate in certain types of speech, such as reciting the Pledge of 

Allegiance.  Students who choose not to participate in these ceremonies have the responsibility to respect the rights of 

those who do participate and must remain respectfully silent. 
 

School sponsored student publications that are a part of the curriculum are subject to teacher editorial, control and 

therefore student speech may be regulated in a manner reasonably related to educational purposes. 
 

Section 3.  Non-curriculum Related Student Groups 
 

When schools allow one or more student groups whose purpose is not directly related to any class taught at the school to 

meet at the school, this is referred to as a limited open forum.  If a school is a limited open forum for any purpose, the 

school must allow religious, political, and/or philosophical group meetings as long as the meetings are voluntary, 

monitored by the school, and do not interfere with the conduct of school activities. 

 

Section 4.  Extra-Curricular Activities 

 

Students must meet all state and local attendance requirements and maintain a 2.0 grade point average in order to 

participate in non-academic extra-curricular activities (e.g. interscholastic athletics such as football, basketball, track or 

wrestling; cheerleading; student government; class officers in grades 6-12).  Eligibility is determined for each semester by 

a student’s grade point average for the previous semester.  Those students participating in a GED program whose grade 

point average for the last semester before entering into the program was below 2.0 grade point average may become 

eligible if they achieve a 2.0 average or better the mid-point of the second semester (the nine week point) in the same 

manner as students enrolled in the regular curriculum as outlined in state policy.  

   

Fees may be required to help support the cost of extra-curricular activities; however, the fees should be kept to a 

minimum in order to further equal opportunity for participation regardless of economic status.  If fees are to be paid by a 

student who cannot afford those fees, school officials shall develop options that will allow the student to participate. 

 

Section 5.  Privacy 

 

Students have certain privacy rights regarding school records. To ensure this privacy, Hancock County Schools Policy 

JR/ JRA – Student Records and West Virginia Board of Education Policy 4350 – Collection, Maintenance and Disclosure 

of Student Data provide regulations for schools to follow regarding school records.  Parent(s)/guardian(s) of students 

under eighteen years of age are entitled by law to inspect and review their child’s school records.  This right applies to 

both custodial and non-custodial parents.  Students have these same rights if they are eighteen years of age or older. A 

guidance counselor or other school official may be needed to assist in interpreting the information in a student’s 

permanent record file, but their assistance is not required. 

 

If a student or parent/guardian believes that information contained in an education record is inaccurate or misleading or 

violates the student’s privacy or other rights, the student or parent/guardian may request that the records be amended.  If 

the school does not amend the records, a hearing may be requested to challenge the content of the records. 
 

Except in certain instances, school officials may not release information from a student’s records without the consent of a 

parent or guardian, or student if the student is eighteen years of age or older.  For example, confidential medical 

information cannot be released without the consent of the parents or guardians or eligible students’ specific written 

consent.  However, under certain conditions, authorized persons or agencies may receive information without consent.  

For example, if school officials are served with a valid subpoena for student information, the parents or guardians must 

be provided notice prior to compliance with the subpoena in order that they may voice any objections in the venue that 

issued the subpoena.   
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Directory information may be released without seeking prior consent of the parents or guardians unless they refuse to 

waive consent at the beginning of each school year after receiving notification by the school of their statutory rights 

under the law. 

 

Section 6.  Protection from Unreasonable Searches and Seizures and Self-Incrimination 

 

Federal and state constitutions and statutes provide protection for all citizens from unreasonable searches and seizures.  

Although school personnel have more latitude than police officers in this regard, because they do not need search 

warrants, search and seizures of lockers or students by school officials must still be reasonable, based upon the 

information known by them at the time of the search. Personal property may be searched by those authorized where there 

is "reasonable suspicion" to believe that student property contains stolen articles, illegal items or other contraband as 

defined by law or by local board or school policy. 

 

Students also have a right under federal and state constitutions not to incriminate themselves about a crime when 

questioned on school grounds by an individual acting in the capacity of a law enforcement official.  They are entitled to 

be informed of their right against self-incrimination if they are in a custodial setting, in other words, they are not at liberty 

to terminate the interrogation and leave.  Students do not have a constitutional right against self-incrimination when being 

questioned by school officials or PRO Officers acting under the supervision of school officials who are investigating 

school related misconduct.  

 

Section 7.  Child Abuse Prevention 

 

Students have the right to grow up without being physically or sexually abused at school, in the home or the community.  

W.V Code §49-6A-2 requires teachers, counselors, nurses, or other professionals who suspect that a student is being 

abused to report the circumstances to the West Virginia Department of Health and Human Resources.  Victims of abuse 

may seek the advice or assistance of a teacher, counselor, nurse, or other school professional. The school professional 

will assist students in getting needed help to prevent the abuse from recurring. 
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Chapter 3 

 POLICY IMPLEMENTATION 

Section 1.   

 

The School and Community Social Skills Standards previously outlined in Chapter 1 are student focused and articulate 

the dispositions that students in West Virginia public schools are expected to develop throughout their school career.  

Hancock County Schools believe that schools have a fundamental responsibility for creating the opportunity for students 

to master the standards with the full responsibility resting collectively with the school, students, families and 

communities.  All entities must work collaboratively to plan, implement and evaluate a systemic approach to shaping the 

valued dispositions that students must have as they develop into active, respectful and responsible citizens.  The system 

must include schools, families and communities in the effort to teach, support and acknowledge valued dispositions and 

provide appropriate and meaningful interventions for inappropriate behavior.   

 

Parent, family and community involvement at early childhood, middle and adolescent levels is absolutely fundamental to 

an effective system of public education.  Strong partnerships between homes, schools and communities are needed to 

ensure a quality education for all children.  Parents, teachers and community members, by fostering a sense of 

cooperative responsibility, can reinforce one another’s efforts.  Parents, as their children’s first and most enduring 

teachers, can complement their children’s school learning and behavior by serving as collaborators in the educational 

process.  Community involvement, including strong business partnerships, promotes a safe and supportive school 

climate/culture that connects students to a broader learning community.  Home-school-community partnerships are 

essential. 

 

In order to convey a pervasive and consistent message that the valued dispositions are a priority, all students, staff and 

public guests of West Virginia public schools shall behave in a manner that promotes a school climate/culture that is safe 

and supportive and conducive to developing our valued dispositions.  Conduct expectations apply to all students, staff 

and public guests on school property, school owned/leased buses and vehicles, school bus stops and school sponsored 

events.   

 

School climate/culture refers to the quality and character of school life and its responsibilities to student success and 

growth.  School climate/culture is based on people’s experience of school life and reflects norms, goals, values, 

interpersonal relationships, teaching, learning, leadership practices, and organizational structures.  A sustainable, positive 

school climate/culture fosters youth development and learning necessary for a productive, contributing and satisfying life 

in a democratic society.  This climate/culture includes norms, values and expectations that support people feeling 

socially, emotionally, intellectually and physically safe, and students and staff are engaged and respected.  Students, 

families and educators work together to develop and contribute to a shared school vision.  Educators must model and 

nurture an attitude that emphasizes the benefits and satisfaction from learning.  Each person contributes to the operations 

of the school and the care of the physical, social, and emotional environment.   

 

School climate/culture and procedures that support the development of positive school climate/culture are addressed 

through West Virginia Code, West Virginia Board of Education policies as well as Hancock County Schools’ policies.  

 

School climate/culture is also addressed in various county board of education policies, procedures and programs.  The 

shaping of student behaviors is not confined to any one school personnel group or program; therefore, it is the collective 

responsibility of all school staff and all community partners to assume an appropriate role in shaping behavior and 

creating safe and supportive schools. 

 

Section 2   Responsibilities of County Boards of Education 

 

Hancock County Board of Education policies include safeguards to protect the safe and supportive environment of the 

school.  These safeguards shall include but not be limited to: 
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 The responsibility of school administration to implement provisions of this policy with specific regard to 

education, communication and enforcement provisions; 

 Clear procedures for identification, intervention and referral of students with behavioral and substance abuse 

issues; 

 No school nor any board of education property or school or county publication may be used for the advertisement 

of any tobacco or alcohol product.   

 In accordance with WVBE Policy 4321.1 - Standards for School Nutrition, Hancock County Schools will 

minimize marketing other foods and beverages in the high school setting by locating their distribution in low 

student traffic areas and by ensuring that the exterior of vending machines does not depict commercial logos of 

products or suggest that the consumption of vended items conveys a health or social benefit. 

 Groups using school facilities shall sign agreements with the Hancock County Board of Education agreeing to 

comply with the environmental safeguards set forth in policy; and 

  Assurance that students, parents and spectators will be informed by public address systems that this policy 

remains in force on evenings, weekends and any other time that school is not in session.  

 

Partnership Development 

Hancock County Schools encourages partnerships with county agencies as well as organizational partnerships for the 

purpose of providing schools with additional supports and resources to shape behaviors in safe and supportive schools.  

These partnerships may be both formal and informal. 

Formal partnerships with community service agencies (i.e. law enforcement, behavioral healthcare providers) are 

essential to successful implementation of this policy. Specific attention will be given to the development of formal 

agreements and protocols that ensure coordination between agencies and high quality service delivery to students and 

their families. Memoranda of understanding and/or contracts are necessary whenever partner organization representatives 

interact with students on school property, during the school day or on behalf of the school system. These formal 

agreements should clearly articulate the types of student interaction that may occur, the roles and responsibilities of all 

parties involved, procedural operations and resource sharing (i.e. funding, space, staff, data). 

Informal partnerships may be short or long-term commitments that may or may not require written agreements.  These 

partnerships usually involve collaborative groups that form around common mission and goals (i.e., anti-drug coalitions, 

tobacco control coalitions) to coordinate events, initiatives, resource development/dissemination, service delivery, local 

partnership development and/or professional development.  They do not require formal agency agreements. 

 

Policy Dissemination and Training 

 

To ensure understanding of the Hancock County Schools’ policy for Expected Behaviors in Safe and Supportive Schools, 

an awareness campaign for students, staff, and parents/guardians will be conducted. 

 

 All schools will provide appropriate policy training to students and school staff. 

 The county board of education shall annually review their policy for compliance with federal and state law and 

WVBE policy.  

 The Hancock County Board of Education policy on Expected Behaviors in Safe and Supportive Schools will be 

made readily available to the public in written and electronic format at hancockschools.org. 

 

Implementation Plan Hancock County Schools shall address within the Student Support Goal of their strategic plan 

objectives for policy implementation that ensures each school incorporates the following: 

 

 Use of pro-active strategies to develop and support positive behavior in students; 
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 Application of data-driven continuous school climate/culture improvement activities that reflect the particular 

needs of students and staff members to study, learn and work in a positive school climate/culture; and   

 Application of appropriate and consistent interventions for all forms of inappropriate behaviors. 

 

To the maximum extent possible, the implementation plan shall be developed collaboratively with input from all 

stakeholders including, but not limited to parents, business leaders, community organizations and state and local 

agencies.  The plan should articulate and incorporate the partnership supports and resources that are available to schools 

through the county’s formal and informal partnership agreements. 

 

Evaluation of Effectiveness 

 

The Hancock County Schools Board of Education shall annually review data related to this policy that shall include: 

 

 summary data for incidents of inappropriate behavior and intervention responses to incidents; 

 required LSIC reports; 

 trend analysis from school climate/culture survey tools (as available);  

 impact data related to school climate/culture improvement strategies within county and school strategic plans; 

and 

 impact data from training and staff development offered by the county,  RESA,  and/or WVDE.  

 

West Virginia Code Requirements for all County Boards of Education: 

 

WV Code County Board of Education Requirements 

§18-2C-1 et seq.  

Prohibiting 

harassment, 

intimidation or 

bullying  

 Hancock County Schools has established a policy prohibiting harassment, intimidation or 

bullying using a process that includes representation of parents or guardians, school 

employees, school volunteers, students and community members. 

 Included in the policy components are: 

 Procedures for reporting incidents; 

 Requirement that school personnel report incidents of which they are aware; 

 Requirement that parents/guardians of any student involved in an incident be notified; 

 Procedures for responding to and investigating reported incidents; 

 Strategies for protecting a victim from additional harassment, intimidation or bullying 

and from retaliation following a report; 

 Discipline procedures for any student guilty of harassment, intimidation or bullying; 

 Procedures to ensure confidentiality of any information relating to a reported incident; 

and 

 Requirement that each incident be reported within the WVEIS. 

 The  policy in its entirety shall be available on line at the hancockschools.org site. In 

addition, hard copies of the full policy will  be available with all principals at each school 

as well as the Hancock County Schools Board Offices.. 

 Incorporated into each school’s current employee training program Information regarding 

the county board policy prohibiting harassment, intimidation or bullying. 

 Provide training, to the extent state or federal funds are appropriated, on the harassment, 

intimidation or bullying policy to school employees and volunteers who have direct 

contact with students and develop a process for educating students on the same. 

§18-5A-2 

Local School 

Improvement 

Councils (LSIC) 

 The LSIC shall develop and deliver a report (adhering to all applicable student privacy 

regulations) to the county superintendent (council on productive and safe schools) that 

includes: 

 Guidelines for the instruction and delivery of interventions for students who have been 

excluded from the classroom, suspended from the school or expelled from the school.  

The guidelines shall include descriptions/recommendations for in-school programs 

with alternative settings and/or schedules, a system to provide effective 

communication and coordination between school and local emergency services 

http://www.legis.state.wv.us/WVCODE/Code.cfm?chap=18&art=2C#02C
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WV Code County Board of Education Requirements 

agencies, preventive discipline strategies and student involvement strategies. 

 Findings from an examination of school discipline procedures including disciplinary 

measures used at the school along with a documented assessment of fairness and 

consistency of disciplinary actions.  

 The superintendent (or designee) shall respond to the LSIC in writing within 10 days of 

receiving the report 

 The county board shall retain and file all such correspondence for public review. 

§18-9F-1 et seq. 

School Access 

Safety Act 

Each county board seeking funds for school access safety projects during a fiscal year shall 

submit to the School Building Authority (SBA) a school access safety plan or annual plan 

update that addresses the school access safety needs of each school facility in the county.  The 

safety plan shall include at least the following:  

 A prescribed countywide inventory of each school facility's means of ingress to and egress 

from the school for students, school employees, parents, visitors and emergency personnel; 

 The recommendations and guidelines developed by the Countywide Council on Productive 

and Safe Schools together with the county board's assessment of the recommendations and 

guidelines;  

 Recommendations for effective communication and coordination between school facilities, 

local law-enforcement agencies and local emergency services agencies in the county;  

 An assessment of the current status of crime committed on school campuses and at school-

related functions;  

 A projected school access safety repair and renovation schedule for all school facilities in 

the county;  

 A prioritized list of all projects contained in the plan, including the projected cost of each 

project;  

 A description of how the plan addresses the school access safety goals and guidelines 

established by the SBA and how each project furthers the county board's safety plan, 

facilities plan and school major improvement plan;  

 Notation of the funds available for allocation and disbursement to the county board from 

the School Access Safety Fund ;  

 A description of any source of local funds that the county board intends to contribute to the 

safety projects, or an approved financial hardship waiver, to satisfy the local contribution 

requirements; and  

 Any other element considered appropriate by the SBA or required by other regulations. 

§18-9F-9 

Crisis response 

plan 

All schools in the county shall establish an up-to-date, school specific crisis response plan.  

The specific requirements of the crisis response plan fall primarily with the WVBE and each 

school; however, county boards are required to: 

 Keep the current crisis response plan of each school in the county on file and, unless 

otherwise provided for, provide a copy of each school's crisis response plan to each local 

emergency response agency that has a role in the plan.  Local emergency response 

agencies that maintain a copy of the plan shall provide the same necessary safeguards for 

the information in the plan; 

 Make available to the public, upon request, a redacted copy of a school crisis response 

plan with any information removed that is necessary for compliance with the necessary 

safeguards. 

Hancock County Schools will  support schools in the development and updating of school 

crisis response plans by providing the following guidance and support: 

 Standardized procedures, developed in collaboration with local emergency agencies and 

service providers, that can be used in each school crisis plan as appropriate when one 

agency or service provider serves all schools within the county; 

 Standardized lists of existing county board policies that support the requirements of the 

school crisis response plan; 

 Standardized local procedures for document safeguards and technical support to schools 

regarding the appropriate filing of the school crisis response plan; 

 Standardize procedures for the annual review/update of each school crisis response plan. 

 Resources for training school personnel on school specific crisis response plans. 

§18A-5-  Hancock County Schools will create an alternative learning center/ program or expand its 
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1Authority of 

teachers and 

other school 

personnel; 

exclusion of 

students having 

infectious 

diseases; 

suspension or 

expulsion of 

disorderly 

students; 

corporal 

punishment 

abolished 

capacity for alternative placements, subject to funding, to correct disruptive student 

behaviors so disruptive students can return to a regular classroom without engaging in 

further disruptive behavior. 

 Corporal punishment of any student by a school employee is prohibited. 

 Our county board is solely responsible for the administration of proper discipline in the 

public schools of the county and adopts  policies consistent with state laws to govern 

disciplinary actions.  These policies shall encourage the involvement of parent(s), 

guardian(s) or custodian(s) in the maintenance of school discipline. 

 Our county board shall provide for the implementation of a preventive discipline program 

including student involvement. 

 Our county shall provide in-service training for teachers and principals relating to assertive 

discipline procedures and conflict resolution. 

 The county board also may establish cooperatives with private entities to provide middle 

educational programs which may include programs focusing on developing individual 

coping skills, conflict resolution, anger control, self-esteem issues, stress management and 

decision making for students and any other program related to preventive discipline. 

§18A-5-1a 

Safe Schools 

Possessing 

deadly 

weapons…; 

possessing a 

controlled 

substance…; 

assaults and 

batteries… upon 

teachers or other 

school personnel; 

… sale of 

narcotic; 

expulsion; 

exception; 

alternative 

education 

 When a principal has notified the county superintendent of a student’s suspension for 

battery upon a school employee, possession of a deadly weapon or sale of a narcotic drug 

listed in the Uniform Controlled Substances Act, W. Va. Code § 60A-1-101(p), on a 

school bus, on the premises of an educational facility or at a school-sponsored function, 

the principal shall recommend the student’s expulsion to the superintendent.  The 

superintendent, in turn, shall recommend to the county board that the student be expelled. 

 When a principal has notified the county superintendent of a student’s suspension for any 

other conduct listed in W.Va. Code §18A-5-1a, on a school bus, on the premises of an 

educational facility or at a school-sponsored function, the principal may recommend the 

student’s expulsion to the superintendent.  The superintendent, in turn, may recommend to 

the county board that the student be expelled. 

 Upon such recommendation by the county superintendent, the county board shall conduct 

a hearing in accordance with this section of state code to determine if the student 

committed the alleged violation. If the county board finds that the student did commit the 

alleged violation, the county board shall act as prescribed for each respective Safe Schools 

violation delineated in Chapter 4, Section 2, Level 4.  

 The county board shall issue written notice which states the charges and the recommended 

disposition to be served upon the student and his or her parent(s), guardian(s) or 

custodian(s). The notice shall include: 

 The date and time at which the hearing shall be held (within ten days of the beginning 

of the suspension); 

 If the county board will attempt to establish the student as a dangerous student, the 

notice must state this intention and include any evidence which will be used to assert 

this claim. 

 The county board shall hold the scheduled hearing to determine if the student should be 

reinstated or expelled from school and to determine if the student is a dangerous student 

pursuant to subsection (g) of this section. 

 At any hearing before a county board, the student may be represented by counsel, may call 

his or her own witnesses to verify his or her version of the incident and may confront and 

cross-examine witnesses supporting the charge against him or her. 

 The hearing shall be recorded by mechanical means unless recorded by a certified court 

reporter. 

 The hearing may be postponed for good cause shown by the student but he or she shall 

remain under suspension until after the hearing. 

 At the conclusion of the hearing the county board shall either: (1) order the student 

reinstated immediately at the end of his or her initial suspension; (2) suspend the student 

for a further designated number of days; or (3) expel the student from the public schools of 

the county. 

 If the county board did not intend, prior to a hearing, to assert a dangerous student claim, 

and did not notify the student prior to the hearing that a dangerous student determination 
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would be considered and that determines through the course of the hearing that the student 

may be a dangerous student shall schedule a second hearing within ten days to decide the 

issue. The hearing may be postponed for good cause shown by the student; however, he or 

she remains under suspension until after the hearing. 

 A county board that expels a student, and finds that the student is a dangerous student, may 

refuse to provide alternative education. However, a hearing for the purpose of reexamining 

whether or not the student remains a dangerous student and whether the student shall be 

provided alternative education shall be conducted every three months for so long as the 

student remains a dangerous student and is denied alternative education.   

 If it is determined during any of the hearings that the student is no longer a dangerous 

student or should be provided alternative education, the student shall be provided 

alternative education during the remainder of the expulsion period. 

 The superintendent may apply to a circuit judge or magistrate for authority to subpoena 

witnesses and documents in a proceeding related to a recommended student expulsion or 

dangerous student determination. If the authority to subpoena is granted, the 

superintendent shall subpoena the witnesses, documents or both. 

 Any hearing may be postponed: (1) For good cause shown by the student; (2) when 

proceedings to compel a subpoenaed witness to appear must be instituted; or (3) when a 

delay in service of a subpoena hinders either party's ability to provide sufficient notice to 

appear to a witness. A student remains under suspension until after the hearing in any case 

where a postponement occurs. 

 Our board of education must report the number of students determined to be dangerous 

students to the State Board of Education. The state board will compile the county boards' 

statistics and shall report its findings to the Legislative Oversight Commission on 

Education Accountability. 

 Students may be expelled pursuant to the provisions of this code section for a period not to 

exceed one school year, except that if a student is determined to have violated the 

provisions of §18A-5-1a(a) (battery on a school employee, possession of deadly weapons, 

or sale of a narcotic drug on a school bus, on the school premises or at a school-sponsored 

function, the student shall be expelled for a period of not less than twelve consecutive 

months. 

 The county superintendent may lessen the mandatory period of twelve consecutive months 

for the expulsion of the student if the circumstances of the student's case warrant. Upon the 

reduction of the period of expulsion, the county superintendent shall prepare a written 

statement setting forth the circumstances of the student's case which warrant the reduction 

of the period of expulsion. The county superintendent shall submit the statement to the 

county board, the principal, the faculty senate and the local school improvement council. 

The county superintendent may use the following factors as guidelines in determining 

whether or not to reduce a mandatory twelve-month expulsion: 

 The extent of the student's malicious intent; 

 The outcome of the student's misconduct; 

 The student's past behavior history; and 

 The likelihood of the student's repeated misconduct. 

 In all hearings under this section, facts shall be found by a preponderance of the evidence. 

 

 All actions taken with regard to this section of law must be in compliance with the federal 

provisions of the Individuals with Disabilities Education Act, 20 U.S.C. §1400 et seq. 

 Each suspension or expulsion imposed upon a student under the authority of this section 

shall be recorded in WVEIS. 

§61-7-11a 

Possessing 

deadly weapons 

on premises of 

It is unlawful for any person to possess any firearm or any other deadly weapon on any school 

bus or in/on any public or private primary or secondary education building, structure, facility 

or grounds including any vocational education building, structure, facility or grounds or at any 

school-sponsored function.  

http://frwebgate.access.gpo.gov/cgi-bin/getdoc.cgi?dbname=108_cong_public_laws&docid=f:publ446.108
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educational 

facilities… 

County boards may authorize a possession of deadly weapons on school property for: 

 programs with valid educational purposes;  

 school fundraising programs which include the display of unloaded firearms 

 

Section 3.  Responsibilities of Schools 

 

In accordance with WVDE and Hancock County Schools policy, each school will establish community agency and 

organization partnership(s) that serve to provide the school with a variety of supports and resources to develop 

appropriate behaviors in safe and supportive schools.  These partnerships may be both formal and informal.   Formal 

partnerships between community service agencies will be approved by the Hancock County Schools Board of Education.  

 

To ensure understanding of the Hancock County Schools policy for Expected Behaviors in Safe and Supportive Schools 

and the school implementation plan, each school shall develop and implement an ongoing awareness campaign for all 

students, staff and parents/guardians. 

 

 The policy in its entirety shall be available on line at hancockschools.org.  Information on accessing this policy 

will be placed in student handbooks. Hard copies of the full policy will be available with all principals at each 

school as well as at the Hancock County Schools Board Office.  

 Hancock County Schools will train students and staff on this policy. 

 

School Implementation 

 

The Hancock County School’s policy for Expected Behaviors in Safe and Supportive Schools must be included within 

individual school strategic plans. The implementation plan will reflect the particular needs of students and staff to study, 

learn, and work in a positive school climate/culture. The plan will be developed collaboratively with input from all 

stakeholders including, but not limited to parents, business leaders, community organizations and state and local 

agencies.  The plan will articulate and incorporate the partnership supports and resources that are available to the school 

through Hancock County’s formal and informal partnership agreements as well as through additional school level 

partnerships. 

 

At a minimum, schools shall: 

 

 establish a leadership team (may be an existing team) to manage the design, monitoring and improvement of 

school climate/culture; 

 establish a process to gain school-wide input and commitment to school climate/culture improvement from 

students, staff, parents and community; 

 develop school-wide priorities for expected behaviors in school 

 analyze school climate/culture data annually; 

 make data driven improvement decisions based on analysis of consistently tracked student behaviors; 

 implement school-wide plans that provide appropriate interventions to support and reinforce expected behaviors; 

 implement programs/practices that promote youth asset development to support expected student behaviors, 

positive education and health outcomes; 

 implement comprehensive and effective intervention programs/practices that target identified behaviors that are 

disruptive to the educational process and that place students at higher risk of poor education and health outcomes; 

 develop appropriate and reliable referral procedures for intensive intervention that enlist school and community 

partnerships; and  

 evaluate school climate/culture improvement processes and revise as needed.      

 

Schools will review data annually to determine the effectiveness of their implementation plan. This data review may 

include but not be limited to the following outcome and process data sets: 
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 Progress toward implementation plan goals and objectives 

 Evidence of school climate/culture improvement efforts; 

 Required LSIC reports in accordance with West Virginia Code §18-5A-2 

 Trend analysis from school climate/culture survey tools (as available); 

 Summary data for incidents of inappropriate behavior and intervention responses to incidents; and 

 Evaluation data from training and staff development provided by the county, RESA and/or WVDE. 
 

 

West Virginia Code Requires the Following of All Schools 
 

WV Code School Requirements 

§18-5A-2 

Local School 

Improvement 

Councils (LSIC) 

 The LSIC shall schedule any meeting that involves the issue of student discipline outside 

the regularly scheduled working hours of any school employee member of the council. 

 The LSIC shall conduct a meeting to engage parents, students, school employees and other 

interested parties in a positive and interactive dialogue regarding effective discipline 

policies.  

 The LSIC shall develop and deliver a report (adhering to all applicable student privacy 

regulations) to the county superintendent (council on productive and safe schools) that 

includes: 

 Guidelines for the instruction and delivery of interventions for students who have 

been excluded from the classroom, suspended from the school or expelled from the 

school.  The guidelines shall include descriptions / recommendations for in-school 

programs with alternative settings and/or schedules, a system to provide effective 

communication and coordination between school and local emergency services 

agencies, preventive discipline strategies and student involvement strategies. 

 Findings from an examination of school discipline procedures including disciplinary 

measures used at the school along with a documented assessment of fairness and 

consistency of disciplinary actions.  

 The superintendent (or designee) shall respond to the LSIC in writing within 10 days 

of receiving the report and the county board shall retain and file all such 

correspondence for public review. 

§18-9F-9  

School crisis 

response plan 

Each school will create a comprehensive crisis response plan with necessary safeguards to 

protect information contained in each response plan that may be considered protected critical 

infrastructure information, law enforcement sensitive information or for official use only.  The 

crisis response plan is to be developed  under the following requirements: 

 each school shall form a crisis response planning team consisting of the principal, two 

teachers, one service person and two parents of children attending the school. The crisis 

response planning team may include one member of the county board, a school counselor, 

a member from local law-enforcement authorities, the local county emergency services 

director and one student in grade ten or higher if the school has those grades; 

 each school, through the school’s crisis response planning team, shall develop a school 

specific crisis response plan using the state/county template and with consultation from 

local social services agencies, local first response agencies including police, fire, 

emergency medical services (EMS), emergency management and any other local entities 

that the school’s crisis response planning team determines should be consulted; 

 each school’s specific crisis response plan shall be in place and filed with Central Office  

and included in a secure electronic system identified by the Division of Homeland 

Security and Emergency Management no later than August 1, 2013. 

 each school’s crisis response planning team shall annually review its crisis response plan 

and shall update the plan according to procedures developed by the state no later than 

August 1 of each year after 2013; 

 each school shall make a redacted copy of its school crisis response plan available, upon 

request, for inspection by the public with any information removed that is necessary for 

compliance with the necessary safeguards developed by the state. Starting with the 2013-

http://www.legis.state.wv.us/WVCODE/Code.cfm?chap=18&art=5A
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2014 school year, each school shall annually send notice home to all parents and guardians 

of students at the school alerting the parents and guardians to the existence of the crisis 

response plan and the ability to review a redacted copy at the offices of the county board; 

 each school crisis plan shall include at least the following: 

 the school employee in charge during a crisis and a designated substitute; 

 a communication plan to be used during a crisis; 

 protocols for responding to immediate physical harm of students, faculty or staff and 

to traumatic events, including the period after the events have concluded; 

 disaster and emergency procedures to respond to earthquakes, fire, flood, other 

natural disasters, explosions or other events or conditions in which death or serious 

injury is likely; 

 crisis procedures for safe entrance to and exit from the school by students, parents, 

and employees, including an evacuation and lock down plan; and 

 policies for enforcing school discipline and maintaining a safe and orderly 

environment during the crisis. 

§18A-5-1 

Authority of 

teachers and other 

school personnel; 

exclusion of 

students having 

infectious diseases; 

suspension or 

expulsion of 

disorderly 

students; corporal 

punishment 

abolished 

 The principal shall stand in the place of the parent(s), guardian(s) or custodian(s) in 

exercising authority over the school and has control of all students enrolled in the school 

from the time they reach the school until they have returned to their respective homes, 

except that where transportation of students is provided, the driver in charge of the school 

bus or other mode of transportation shall exercise such authority and control over the 

students while they are in transit to and from the school. 

 Subject to WVBE Policy 2423 – Communicable Disease Control, the school 

administrator or school nurse shall exclude from the school any student known to have or 

suspected of having any infectious disease, or any student who has been exposed to any 

infectious disease. 

 The teacher or bus driver may exclude from his or her classroom or school bus any 

student who is guilty of inappropriate behavior.. 

 Any student excluded shall be placed under the control of the principal of the school or 

designee. 

 The excluded student may be admitted to the classroom or school bus only when the 

principal, or  designee, provides written certification to the teacher that the student may 

be readmitted and specifies the specific type of disciplinary action, if any, that was taken.   

 If the principal finds that disciplinary action is warranted, he or she shall provide written 

and, if possible, telephonic notice of the action to the parent(s), guardian(s) or 

custodian(s). 

 When a student is excluded from a classroom or a school bus two times in one semester, 

and after exhausting all reasonable methods of classroom discipline provided in the 

school discipline plan, the student may be readmitted to the classroom or the school bus 

only after the principal, teacher and, if possible, the parent(s), guardian(s) or custodian(s) 

of the student have held a conference to discuss the student's disruptive behavior patterns, 

and the teacher and the principal agree on a course of discipline for the student and 

inform the parent(s), guardian(s) or custodian(s) of the course of action. 

 If the student's disruptive behavior persists, upon the teacher's request, the principal may, 

to the extent feasible, transfer the student to another setting. 

 A student may not be suspended from school solely for not attending class. Other methods 

of discipline may be used for the student which may include, but are not limited to, 

detention, extra class time or alternative class settings. 

 Corporal punishment of any student by a school employee is prohibited. 

§18A-5-1a 

Possessing deadly 

weapons…; 

possessing a 

controlled 

substance…; 

assaults and 

batteries…upon 

teachers or other 

 A principal shall suspend a student from school or from transportation to or from the 

school on any school bus if the student, in the determination of the principal after an 

informal hearing, has committed on a school bus, on the premises of an educational 

facility or at a school-sponsored function: (1) battery on a school employee; (2) 

possession of a deadly weapon; or (3) sale of a narcotic drug.  If a student has been 

suspended for these reasons, the principal shall, within twenty-four hours, request that the 

county superintendent recommend to the county board that the student be expelled. 

 A principal shall suspend a student from school, or from transportation to or from the 

http://www.legis.state.wv.us/WVCODE/Code.cfm?chap=18a&art=5#05
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school personnel; 

… sale of narcotic; 

expulsion; 

exception; 

alternative 

education 

school on any school bus, if the student, in the determination of the principal after an 

informal hearing, has committed: (1) an act or engaged in conduct that would constitute a 

felony under the laws of this state if committed by an adult; or (2) unlawfully possessed 

on the premises of an educational facility or at a school-sponsored function a controlled 

substance governed by the uniform controlled substances act.  If a student has been 

suspended for these reasons, the principal may request that the superintendent recommend 

to the county board that the student be expelled.  

 A principal may suspend a student from school, or transportation to or from the school on 

any school bus, if the student, in the determination of the principal after an informal 

hearing, has:  (1) threatened to injure, or in any manner injured, a student, teacher, 

administrator or other school personnel; (2) willfully disobeyed a teacher; (3) possessed 

alcohol in an educational facility, on school grounds, a school bus or at any school-

sponsored function; (4) used profane language directed at a school employee or student; 

(5) intentionally defaced any school property; (6) participated in any physical altercation 

with another person while under the authority of school personnel; or (7) habitually 

violated school rules or policies.  If a student has been suspended for these reasons, the 

principal may request that the superintendent recommend to the county board that the 

student be expelled.  

 The actions of any student which may be grounds for his or her suspension or expulsion 

shall be reported immediately to the principal.  If the principal determines that the alleged 

actions of the student would be grounds for an out-of-school suspension, he or she shall 

conduct an informal hearing for the student immediately after the alleged actions have 

occurred.  The hearing shall be held before the student is suspended unless the principal 

believes that the student’s continued presence poses a continuing danger to persons or 

property or an ongoing threat of disruption, in which case the student shall be suspended 

immediately and a hearing held as soon as practicable after the suspension. 

 The student and his or her parent(s), guardian(s) or custodian(s), as the case may be, shall 

be given telephonic notice, if possible, of this informal hearing, which notice shall briefly 

state the grounds for the out-of-school suspension. 

 At the informal hearing, the principal shall ask the student to admit to or deny the charges.  

If the student does not admit the charges, he or she shall be given an explanation of the 

evidence and an opportunity to present his or her version of the occurrence.  At the 

conclusion of the hearing or upon the failure of the student to appear, the principal may 

suspend the student for a maximum of ten school days, inclusive of any time the student 

was excluded from the school prior to the hearing. 

 The principal shall report any suspension the same day it has been decided upon, in 

writing, to the parent(s), guardian(s) or custodian(s) of the student by regular United 

States mail.  The suspension also shall be reported to the county superintendent and to the 

faculty senate of the school at the next meeting after the suspension. 

 Each suspension or expulsion imposed upon a student shall be recorded in WVEIS.  The 

principal shall record all suspensions within twenty-four hours. 

 Principals may exercise any other authority and perform any other duties to discipline 

students consistent with state and federal law, including policies of the State Board of 

Education. 

§61-7-11a 

Possessing deadly 

weapons …; 

reports by school 

principals… 

 The principal shall report any possession of a deadly weapon discovered by such 

principal on school premises to the state superintendent of schools within seventy-two 

hours after such violation occurs. 

 The principal shall report any possession of a deadly weapon discovered by such 

principal to the appropriate local office of the division of public safety within seventy-two 

hours after such violation occurs. 
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Chapter 4 

INAPPROPRIATE BEHAVIOR AND MEANINGFUL  

INTERVENTIONS AND CONSEQUENCES 

   

Section 1.  Addressing Inappropriate Behavior with Meaningful Interventions and Consequences 

 

The purpose of these regulations is to provide schools with policy that creates and ensures an orderly and safe 

environment that is conducive to learning. This policy requires that all schools respond immediately and consistently to 

any behavior that disrupts the learning environment in a manner that effectively deters future incidents and affirms 

respect for individuals. Inappropriate behaviors include but are not limited to incidents of harassment, intimidation, 

bullying, substance abuse and/or violence.  The intent is for students to learn and exhibit appropriate behavior. All 

interventions and consequences are in effect on all school property and at all school sanctioned events, including 

extracurricular activities. Hancock County Schools, with support from the WVDE and RESAs, will implement proactive, 

preventative, and responsive programs, outline investigatory and reporting procedures, and delineate meaningful 

interventions and consequences in response to inappropriate behavior. 

 

This policy classifies inappropriate student behavior in four levels 

 

 Level 1: Minimally Disruptive Behaviors – Disrupts the educational process and the orderly operations of the 

school but do not pose direct danger to self of others. 

 

 Level 2: Disruptive and Potentially Harmful Behaviors – Disrupts the educational process and/or pose potential 

harm or danger to self and/or others. The behavior is committed willfully but not in a manner that is intended 

maliciously to cause harm or danger to self and/or others. 

 

 Level 3: Imminently Dangerous, Illegal and/or Aggressive Behaviors – Acts are willfully committed and are 

known to be illegal and/or harmful to people and/or property. 

 

 Level 4: Safe Schools Act Behaviors - Are consistent with those addressed in West Virginia Code §18A-5-1a(a) 

and (b).  The following Level 4 behavior definitions are aligned with West Virginia Code §§61-6-17, 61-6-24, 

and 18A-5-1, and in the Gun-Free Schools Act of 1994.  These laws require that the principal, superintendent and 

county board address Level 4 behaviors in a specific manner as outlined in West Virginia Code §18A-5-1a 

 

Hancock County School’s policy identifies appropriate and meaningful interventions and consequences that include, but 

are not limited to, examples provided in this policy.  It is not a requirement that all schools offer every intervention and 

consequence listed in this policy.  School administrators and staff are encouraged to exhaust all available school and 

community resources to provide appropriate school-based intervention strategies designed to keep students in school and 

engaged in instruction. 

 

Out-of-school suspension strategies should be used sparingly and shall never deny a student access to instructional 

material and information necessary to maintain their academic progress.  In order to create consistency among all schools 

in the application of out-of-school suspension and expulsion as they relate to inter-scholastic extracurricular activities, 

any student suspended or expelled from school is also suspended from extracurricular activities for the duration of the 

out-of-school suspension or expulsion. 

When administering interventions and consequences, it is required to determine if a student warrants protection under the 

IDEA, WVBE Policy 2419 and or Section 504 
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Section 2.  Inappropriate Behaviors:  Codes, Definitions and Interventions and Consequences 
 

Behaviors Definitions – Level 1 Interventions and Consequences 

LEVEL 1:  Minimally Disruptive Behaviors – disrupt the educational process and the orderly operations of 

the school but do not pose direct danger to self or others. 

Cheating A student will not plagiarize or copy 

the work of others or break rules to 

gain advantage in a competitive 

situation.  Interventions for this 

inappropriate behavior may include 

academic sanctions in addition to 

other discipline. 

 

 Administrator/student conference or reprimand 

 Administrator and teacher, parent or guardian 

conference 

 Academic sanctions may be used to deny credit for 

work resulting from cheating; however, previously 

earned grades/credits may not be reduced. 

 Counseling referrals and conference to support staff 

or agencies  

 Daily/weekly progress reports 

 Behavioral contracts 

 Change in the student’s class schedule 

 School service assignment 

 Confiscation of inappropriate item 

 Revocation of privileges 

 Restitution/restoration 

 Detention (lunch, before and/or after school) 

 Denial of participation in class and/or school   

activities 

 Immediate exclusion by teacher from the classroom  

 Voluntary weekend detention  

 In-school suspension 

 West Virginia Code prohibits the use of suspension 

solely for not attending class. 

 Out of school suspension should be limited to a 

maximum of three (3) days per incident.  

 Law enforcement will be notified if warranted.  

Deceit A student will not deliberately conceal 

or misrepresent the truth, deceive 

another or cause another to be 

deceived by false or misleading 

information.  

Disruptive/ 

Disrespectful 

Conduct 

 

A student will not exhibit behavior 

that violates classroom/school rules, 

results in distraction and obstruction 

of the educational process or that is 

discourteous, impolite, bad mannered 

and/or rude.  Behavior is considered 

disruptive and/or disrespectful if a 

teacher is prevented from starting an 

activity or lesson, or has to stop 

instruction to address the disruption. 

 

Failure to 

Serve 

Detention 

A student will not fail to serve an 

assigned detention of which students 

and/or parents/guardian have been 

notified. 

 

Falsifying 

Identity 

A student will not use another person’s 

identification or give false 

identification to any school official 

with intent to deceive school personnel 

or falsely obtain money or property. 

 

Inappropriate 

Appearance 

A student will not dress or groom in a 

manner that disrupts the educational 

process or is detrimental to the health, 

safety or welfare of others.  A student 

will not dress in a manner that is 

distractive or indecent, to the extent 

that it interferes with the teaching and 

learning process, including wearing 

any apparel that displays or promotes 

behavior and/or items prohibited by 

this policy. 

 

Inappropriate 

Display of 

Affection 

Students will not engage in 

inappropriate displays of intimate 

affection, such as kissing or 

embracing. 



 

 

Behaviors Definitions – Level 1 Interventions and Consequences 

Inappropriate 

Language 

 

 

 

A student will not orally, in writing, 

electronically, or with photographs or 

drawings, use profanity in general 

context (not directed toward any 

individual or group). 

 

 

 

Possession of 

Inappropriate 

Personal 

Property 

A student will not possess personal 

property that is prohibited by school 

rules or that is disruptive to teaching 

and learning.  

Skipping 

Class 

In accordance with WVBE Policy 

4110 - Attendance, a student will not 

fail to report to the school’s assigned 

class or activity without prior 

permission, knowledge or excuse by 

the school or by the parent/guardian. 

 

Tardiness A student will not fail to be in his/her 

place of instruction at the assigned 

time without a valid excuse. 

 

Vehicle 

Parking 

Violation 

A student will not engage in improper 

parking of a motor vehicle on school 

property. 
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Behaviors Definitions – Level 2 Interventions and Consequences 

LEVEL 2:  Disruptive and Potentially Harmful Behaviors – disrupt the educational process and/or pose potential harm 

or danger to self and/or others.  The behavior is committed willfully but not in a manner that is intended maliciously to 

cause harm or danger to self and/or others. 

Gang Related 

Activity 

A student will not, by use of violence, force, coercion, 

threat of violence or gang activity, cause disruption or 

obstruction to the educational process.  Gangs are 

defined as organized groups of students and/or adults 

who engage in activities that threaten the safety of the 

general populace, compromise the general community 

order, and/or interfere with the school district’s 

educational mission.  Gang activity includes: 

 Wearing or displaying any clothing, jewelry, 

colors, or insignia that intentionally identifies the 

student as a member of a gang, or otherwise 

symbolizes support of a gang. 

 Using any word, phrase, written symbol or gesture 

that intentionally identifies a student as a member 

of gang, or otherwise symbolizes support of a gang. 

 Gathering of two or more persons for purposes of 

engaging in activities or discussions promoting 

gangs. 

 Recruiting student(s) for gangs. 

 Administrator/student conference or 

reprimand 

 Administrator and teacher- parent/guardian 

conference 

 Referral to support staff or  

    agencies for counseling or other  

    therapeutic services   

 Daily/weekly progress reports 

 Behavioral contracts 

 Change in the student’s class schedule 

 School service assignment 

 Confiscation of inappropriate item(s) 

 Revocation of privileges 

 Restitution/restoration 

 Detention (lunch, before and/or after-

school)   

 Denial of participation in class and/or 

school activities 

 Immediate exclusion by teacher from the 

classroom. 

 Voluntary weekend detention 

 In-school suspension 

 Out-of-school suspension with a 

recommended maximum of five (5) days 

per incident. 

 The principal and/or superintendent may 

recommend placement in an Alternative 

Education program  

 Expulsion  

 Law enforcement will be notified if 

warranted. 

Habitual Violation 

of School Rules or 

Policies 

A student will not persistently, as defined by the 

county, refuse to obey the reasonable and proper orders 

or directions of school employees, school rules or 

policies.   

Insubordination A student will not ignore or refuse to comply with 

directions or instructions given by school authorities.  

Refusing to open a book, complete an assignment, work 

with another student, work in a group, take a test or do 

any other class- or school-related activity not listed 

herein, refusing to leave a hallway when requested by a 

school staff member, or running away from school staff 

when told to stop, all constitute insubordination/unruly 

conduct. 

Leaving School 

Without 

Permission 

A student will not leave the school building, campus of 

school activity for which the student is enrolled without 

permission from authorized school personnel. 

Physical Fight 

Without Injury 

A student will not engage in a physical altercation using 

blows in an attempt to harm or overpower another 

person or persons. 

Possession of 

Imitation Weapon 

A student will not possess any object fashioned to 

imitate or look like a weapon. 

Possession of Knife 

not meeting 

Dangerous Weapon 

Definition (West 

Virginia Code §61-

7-2) 

A student will not possess a knife or knife-like 

implement under 3½ inches in length.  West Virginia 

Code §61-7-2 clarifies that a pocket knife with a blade 

3½ inches or less in length, a hunting or fishing knife 

carried for sports or other recreational uses, or a knife 

designed for use as a tool or household implement shall 

not be included within the term "knife" as defined as a 

deadly weapon unless such knife is knowingly used or 

intended to be used to produce serious bodily injury or 

death. 

http://www.legis.state.wv.us/WVCODE/Code.cfm?chap=61&art=7#07
http://www.legis.state.wv.us/WVCODE/Code.cfm?chap=61&art=7#07
http://www.legis.state.wv.us/WVCODE/Code.cfm?chap=61&art=7#07
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Profane Language/ 

Obscene Gesture/ 

Indecent Act 

Toward… 

An Employee or 

A Student 

A student will not direct profane language, obscene 

gestures or indecent acts towards a school employee or 

a fellow student.  This inappropriate behavior includes 

but is not limited to, verbal, written, electronic and/or 

illustrative communications intended to offend and/or 

humiliate. 

Technology Misuse A student will not violate the terms of  WVBE Policy 

2460, Safety and Acceptable Use of the Internet by 

Students and Educators. 
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Behaviors Definitions – Level 3 Interventions and Consequences 

LEVEL 3:  Imminently Dangerous, Illegal and/or Aggressive Behaviors – are willfully committed and are known to be 

illegal and/or harmful to people and/or property.  The principal shall address these inappropriate behaviors in 

accordance with W. Va. Code §18A-5-1a, subsections (b) through (h) 

Battery Against a 

Student 

A student will not unlawfully and intentionally injure 

another student. 

Level 3  behaviors  may  be criminal  

offenses and may warrant formal law 

enforcement intervention which may result in 

issuance of a criminal citation, ticket, or 

summons, filing a delinquency petition, 

referral to a probation officer or actual arrest. 

 

In collaboration with law enforcement, the 

school shall also implement intervention 

strategies and meaningful consequences that 

promote and support appropriate behavioral 

changes.  These strategies include but are not 

limited to: 

 Administrator/student conference or 

reprimand 

 Administrator and teacher-parent/guardian 

conference 

 Referral to support staff or agencies for 

counseling or other therapeutic services 

 Notification of appropriate Health and 

Human Resources  

 Daily/weekly progress reports 

 Behavioral contracts 

 Change in the student’s class schedule 

 School service assignment 

 Confiscation of inappropriate item(s) 

 Revocation of privileges 

 Restitution/restoration 

 Detention  (lunch, before and/or after-

school)  

 Denial of participation in class and/or 

school activities 

 Immediate exclusion by teacher from the  

classroom. 

 Voluntary weekend detention 

 In-school suspension 

 Out-of-school suspension for up to ten 

(10) days. 

 The principal and/or superintendent may 

recommend placement in an Alternative 

Education program. 

 Expulsion 

 Law enforcement will be notified if 

warranted. 

Defacing School 

Property/ 

Vandalism 

A student will not willfully cause defacement of or 

damage to property of the school or others.  Actions 

such as writing in school textbooks or library books, 

writing on desks or walls, carving into woodwork, 

desks, or tables, and spray painting surfaces are acts of 

defacement.  Examples of damage to school property 

include, but are not limited to, ruining bulletin boards, 

intentionally clogging the plumbing system, breaking 

light bulbs or fixtures, and damaging school equipment 

to the point where repair is necessary.   

False Fire Alarm A student will not knowingly and willingly set off a fire 

alarm without cause. 

Fraud/Forgery A student will not deceive another or cause another to 

be deceived by false or misleading information or sign 

the name of another person in order to obtain anything 

of value or defraud authorities. 

Gambling A student will not engage in any game of chance or 

contest wherein money or other items of monetary value 

are awarded to the winner, except for those games and 

contests authorized as official school functions. 

Hazing A student will not haze or conspire to engage in the 

hazing of another person.  “Hazing” means to cause any 

action or situation which recklessly or intentionally 

endangers the mental or physical health or safety of 

another person or persons to destroy or remove public 

or private property for the purpose of initiation or 

admission into or affiliation with, or as a condition for 

continued membership in, any activity or organization, 

including both co-curricular and extra-curricular 

activities.   

Improper or 

Negligent 

Operation of a 

Motor Vehicle 

A student will not intentionally or recklessly operate a 

motor vehicle, on the grounds of any educational 

facility, parking lot, or at any school-sponsored activity, 

so as to endanger the safety, health or welfare of others. 

Larceny A student will not, without permission, take another 

person’s property or have another person’s property in 

his or her possession.  Property valued at $1,000 or 

more will increase this behavior to a Level 4 because it 

is considered a felony in accordance with West Virginia 

Code §61-3-13. 

Sexual Misconduct A student will not publicly and indecently expose 

themselves, display or transmit any drawing or 

photograph of a sexual nature, or commit an indecent 

act of a sexual nature on school property, on a school 

bus or at a school sponsored event.  

Threat of 

Injury/Assault 

A student will not threaten (verbal or written) or attempt 

to injure another student, teacher, administrator or other 

http://www.legis.state.wv.us/WVCODE/ChapterEntire.cfm?chap=18a&art=5&section=1A#05
http://www.legis.state.wv.us/WVCODE/Code.cfm?chap=61&art=3#03
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Against… 

An Employee 

A Student 

school personnel. [This includes assault on a school 

employee defined in West Virginia Code §61-2-15]. 

Trespassing A student will not enter upon the premises of the county 

school system property, other than to the location to 

which the student is assigned, without authorization 

from proper school authorities.   

Harassment/ 

Bullying/  

Intimidation 

A student will not bully/intimidate/harass another 

student.  According to West Virginia Code “harassment, 

intimidation or bullying” means any intentional gesture, 

or any intentional electronic, written, verbal or physical 

act, communication, transmission or threat that: 

 A reasonable person under the circumstances 

should know will have the effect of harming a 

student, damaging a student’s property, placing a 

student in reasonable fear of harm to his or her 

person, and/or placing a student in reasonable fear 

of damage to his or her property; 

 Is sufficiently severe, persistent or pervasive that it 

creates an intimidating, threatening or emotionally 

abusive educational environment for a student; or 

 Disrupts or interferes with the orderly operation of 

the school.  

 

An electronic act, communication, transmission or threat 

includes but is not limited to one which is administered 

via telephone, wireless phone, computer, pager or any 

electronic or wireless device whatsoever, and includes 

but is not limited to transmission of any image or voice, 

email or text message using any such device. 

 

Acts of harassment, intimidation, or bullying that are 

reasonably perceived as being motivated by any actual 

or perceived differentiating characteristic, or by 

association with a person who has or is perceived to 

have one or more of these characteristics, shall be 

reported using the following list:  race; color; religion; 

ancestry; national origin; gender; socioeconomic status; 

academic status; gender identity or expression; physical 

appearance; sexual orientation; 

mental/physical/developmental/sensory disability; or 

other characteristic. 

Upon receipt of a complaint of racial, sexual 

and/or religious/ethnic harassment or 

violence that has been substantiated through 

investigation, the appropriate school official 

shall take action appropriate to the status of 

the offender (student, staff or public guest). 

   

 Such action for students may 

include all options listed above.  

 

 Actions for staff may include but 

not be limited to, warning, 

suspension, termination, revocation 

of licensure, notification of law 

enforcement and/or human services.   

 

Actions for public guests may include but not 

be limited to removal from school property 

and school sponsored functions, notification 

of law enforcement and/or human services. 

Harassment/ 

Bullying/  

Intimidation 

 

When harassment, intimidation or bullying are of a 

racial, sexual and/or religious/ethnic nature, the above 

definition applies to all cases regardless of whether they 

involve students, staff or the public.  Detailed 

definitions related to inappropriate behavior of this 

nature are as follows: 

 

 Sexual harassment consists of sexual advances, requests 

for sexual favors, sexually motivated physical conduct 

or other verbal or physical conduct or communication of 

a sexual nature when: 

 submission to the conduct or communication is 

made a term or condition, either explicitly or 

implicitly, of obtaining or retaining employment, or 

of obtaining an education; or 

 submission to or rejection of that conduct or 

 

http://www.legis.state.wv.us/WVCODE/ChapterEntire.cfm?chap=61&art=2&section=15#02
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communication by an individual is used as a factor 

in decisions affecting that individual's employment 

or education; or that conduct or communication has 

the purpose or effect of substantially or 

unreasonably interfering with an individual's 

employment or education; or  

 creating an intimidating, hostile or offensive 

employment or educational environment. 

 

Amorous relationships between county board employees 

and students are prohibited. 

 

Sexual harassment may include but is not limited to: 

 verbal harassment of a sexual nature or abuse; 

 pressure for sexual activity; 

 inappropriate or unwelcome patting, pinching or 

physical contact; 

 sexual behavior or words, including demands for 

sexual favors, accompanied by implied or overt 

threats and/or promises concerning an individual's 

employment or educational status; 

 behavior, verbal or written words or symbols 

directed at an individual because of gender; or 

 the use of authority to emphasize the sexuality of a 

student in a manner that prevents or impairs that 

student's full enjoyment of educational benefits, 

climate/culture or opportunities. 

 

Racial harassment consists of physical, verbal or written 

conduct relating to an individual's race when the 

conduct: 

 has the purpose or effect of creating an intimidating, 

hostile or offensive working or academic 

environment; 

 has the purpose or effect of substantially or 

unreasonably interfering with an individual's work 

or academic performance; or 

 otherwise adversely affects an individual's 

employment or academic opportunities. 

 

Religious/ethnic harassment consists of physical, verbal 

or written conduct which is related to an individual's 

religion or ethnic background when the conduct: 

 has the purpose or effect of creating an intimidating, 

hostile or offensive working or academic 

environment; 

 has the purpose or effect of substantially or 

unreasonably interfering with an individual's work 

or academic performance; or 

 otherwise adversely affects an individual's 

employment or academic opportunities. 

 

Sexual violence is a physical act of aggression or force 

or the threat thereof which involves the touching of 

another's intimate parts, or forcing a person to touch any 

person's intimate parts. Intimate parts include the 

primary genital area, groin, inner thigh, buttocks or 
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breast, as well as the clothing covering these areas.  

Sexual violence may include, but is not limited to: 

 touching, patting, grabbing or pinching another 

person's intimate parts, whether that person is of the 

same sex or the opposite sex; 

 coercing, forcing or attempting to coerce or force 

the touching of anyone's intimate parts; 

 coercing, forcing or attempting to coerce or force 

sexual intercourse or a sexual act on another; or 

 threatening to force or coerce sexual acts, including 

the touching of intimate parts or intercourse, on 

another. 

 threatening or forcing exposure of intimate apparel 

or body parts by removal of clothing. 

 

Racial violence is a physical act of aggression or assault 

upon another because of, or in a manner reasonably 

related to, race. 

 

Religious/ethnic violence is a physical act of aggression 

or assault upon another because of, or in a manner 

reasonably related to, religion or ethnicity. 

Imitation Drugs:  

Possession, Use, 

Distribution or Sale 

A student will not possess, use, distribute or sell any 

substance that is expressly represented or implied to be 

a controlled substance or simulate the effect and/or the 

appearance (color, shape, size and markings) of a 

controlled substance.  

The selection of appropriate interventions 

and consequences for substance abuse must 

be considered very carefully depending upon 

the severity of the behavior and potential 

safety concern for others in the school.   

 A conference must be to held with 

the parent/guardian and appropriate 

law enforcement representatives in 

an effort to direct the student to 

appropriate addiction services.   

 Referral to tobacco cessation 

services/treatment and substance 

abuse treatment services shall be a 

priority intervention strategy for 

these behaviors. 

 Referral to county and/or  area crisis 

representatives/ individuals/ groups 

(if applicable). 

 

. 

Inhalant Abuse A student will not deliberately inhale or sniff common 

products found in homes, schools and communities with 

the purpose of “getting high”.  The action may be 

referred to as huffing, sniffing, dusting and/or bagging. 

Possession/Use of 

Substance 

Containing 

Tobacco and/or 

Nicotine 

A student will not unlawfully possess, use or be under 

the influence of any substance containing tobacco and/or 

nicotine or any paraphernalia intended for the 

manufacture, sale and/or use of tobacco/nicotine 

products in any building/area under the control of a 

county school system, including all activities or events 

sponsored by the county school district. 

 

Special considerations according to West Virginia Code 

§16-9A-4.   

 No person (student, staff member or public guest) 

shall at any time use or distribute any tobacco or 

nicotine containing product on school property or 

during school sponsored events. 

 Individuals supervising students off school grounds 

are prohibited from distributing or using tobacco or 

nicotine containing products in the presence of 

students. 

 An exception shall be made to allow possession/use 

of approved nicotine replacement product for 

tobacco cessation.  WVBE Policy 2422.8 - 

Medication Administration must be followed in 

order for students to use such products on school 

property or at school sponsored events.  

 

http://www.legis.state.wv.us/WVCODE/Code.cfm?chap=16&art=9A#09A
http://wvde.state.wv.us/policies/p2422.8.pdf
http://wvde.state.wv.us/policies/p2422.8.pdf
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Behaviors Definitions – Level 4 

LEVEL 4:  Safe Schools Act Behaviors - are consistent with those addressed in West Virginia Code §18A-5-1a(a) and (b).  

The following Level 4 behavior definitions are aligned with West Virginia Code §§61-6-17, 61-6-24, and 18A-5-1, and in the Gun-

Free Schools Act of 1994.  These laws require that the principal, superintendent and county board address Level 4 behaviors in a 

specific manner as outlined in West Virginia Code §18A-5-1a and paraphrased in Chapter 3, Sections 4 and 5 of this manual. 

Battery Against a 

School Employee 

A student will not commit a battery by unlawfully and intentionally making physical contact of an insulting or 

provoking nature with the person of a school employee as outlined in West Virginia Code §61-2-15(b). 

Felony A student will not commit an act or engage in conduct that would constitute a felony under the laws of this 

state if committed by an adult as outlined in West Virginia Code §18A-5-1a(b)(i).  Such acts that would 

constitute a felony include, but are not limited to, arson (West Virginia Code §61-3-1), malicious wounding 

and unlawful wounding (West Virginia Code §61-2-9), bomb threat (West Virginia Code §61-6-17), sexual 

assault (West Virginia Code §61-8B-3), terrorist act or false information about a terrorist act, hoax terrorist act 

(West Virginia Code §61-6-24) and grand larceny (West Virginia Code  §61-3-13). 

Illegal Substance 

Related Behaviors 

 

A student will not unlawfully possess, use, be under the influence of, distribute or sell any substance 

containing alcohol, over-the-counter drugs, prescription drugs, marijuana, narcotics, any other substance 

included in the Uniform Controlled Substances Act as described in West Virginia Code §60A-1-101, et seq. or 

any paraphernalia intended for the manufacture, sale and/or use of illegal substances in any building/area 

under the control of a county school system, including all activities or events sponsored by the county school 

district.  This includes violations of WVBE Policy 2422.8 - Medication Administration and instances of 

prescription drug abuse. 

Possession and/or 

Use of Dangerous 

Weapon 

According to West Virginia Code §18A-5-1a(a), a student will not possess a firearm or deadly weapon as 

defined in West Virginia Code §61-7-2, on any school bus, on school property or at any school-sponsored 

function as defined in West Virginia Code §61-7-11a. 

As defined in West Virginia Code §61-7-2, a “dangerous weapon” means any device intended to cause injury 

or bodily harm, any device used in a threatening manner that could cause injury or bodily harm, or any device 

that is primarily used for self-protection.  Dangerous weapons include, but are not limited to, blackjack, 

gravity knife, knife, knife-like implement, switchblade knife, nunchaku, metallic or false knuckles, pistol, or 

revolver.   A dangerous weapon may also include the use of a legitimate tool, instrument, or equipment as a 

weapon including, but not limited to, pens, pencils, compasses, or combs, with the intent to harm another. 

 

 

Level 4 Behaviors are Used in the Identification and Classification of Persistently Dangerous Schools 

 

As required by 20USC7912 Title IX, Part E, Section 9532 (No Child Left Behind), the following criteria is set forth to determine 

whether a school will be classified as a Persistently Dangerous School.  Data indicating the number of substantiated inappropriate 

behaviors will be collected using the WVEIS in order to identify and classify a school as persistently dangerous.  A West Virginia 

public school will be classified as a Persistently Dangerous School on or before August 1 of each year if the school has, for two 

consecutive years, substantiated Level 4 behaviors that exceed five percent (5%) of the total number of students enrolled in the school 

based on the school’s second month enrollment: 

 

 Battery on a school employee as defined in West Virginia Code §61-2-15. 

 Commission of an act that would constitute a felony under the laws of the state on the premises of an educational facility, at a 

school sponsored function or on a school bus. 

 Possession of a firearm or deadly weapon as defined in West Virginia Code §61-7-2 on the premises of an educational 

facility, at a school sponsored function or on a school bus. 

 Sale of a narcotic drug as defined in West Virginia Code §60A-1-101 on the premises of an educational facility, at a school 

sponsored function or on a school bus. 

 

County School System Requirements Related to Persistently Dangerous Schools: 

 

1. provide targeted technical assistance to any school that has, for two consecutive years, substantiated Level 4 behaviors that 

exceed 3% of the total number of students enrolled in the school, based on the school’s second month enrollment; 

2. develop a corrective action plan for any school identified as persistently dangerous, submit it to the WVDE, and implement 

the plan in a timely manner; and 
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3. conduct a timely notification process to inform parents of each student attending a school identified as persistently dangerous 

of this; provide the opportunity for students to transfer to a safe public school within the county school district; and complete 

the transfer process for all students wishing  to transfer. 

 

WVDE Requirements Related to Persistently Dangerous Schools: 

 

1. provide targeted technical assistance to any school that has, for two consecutive years, substantiated Level 4 behaviors that 

exceed 3.75% of the total number of students enrolled in the school, based on the school’s second month enrollment. 

 

A student attending a school identified as persistently dangerous or who becomes a victim of a violent criminal offense, as determined 

by State law, while in or on the grounds of a public school that the student attends, shall be allowed to attend an alternate safe public 

school within the county school district. 
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Section 3.  Use of Physical Punishment Prohibited    

 

West Virginia Code prohibits school employees from using corporal (bodily) punishment on any student.  No physical 

punishment of any kind can be inflicted upon a student.  This includes: 

 

 hitting or striking a student on their physical person; 

 requiring physical activity as a punishment (this does not apply to physical activity within the structure and 

context of extracurricular activities);  

 use of noxious stimuli (e.g. pepper spray), denial of food or water or other negative physical actions to control 

behavior; and 

 seclusion - a removal in which a student is left unsupervised in a dark area or in any space as an intervention or 

consequence to inappropriate behavior.     

 

Section 4.  Use of Restraint 

 

Reasonable force may be used to restrain a student from hurting himself/herself or any other person or property.  All 

students, including students with disabilities, will be treated with dignity and respect.  Behavior interventions and support 

practices will be implemented in such a way as to protect the health and safety of the students and others.  When the use 

of physical restraint is necessary, the following guidelines will be followed: 

 

Definitions:  

 Restraint - the use of physical force to significantly restrict the free movement of all or a portion of a student’s 

body. 

 Emergency - a situation in which a student’s behavior poses a threat of imminent, serious physical harm to the 

student or others or serious property destruction. 

 

A school employee and/or independent contractor may use restraint in an emergency as defined above with the following 

limitations: 

 Restraint shall be limited to the use of such reasonable force as is necessary to address the emergency.  

Procedures and maneuvers that restrict breathing (e.g. prone restraint), place pressure or weight on the chest, 

lungs, sternum, diaphragm, back, neck or throat, or may cause physical harm are prohibited. 

 Restraint shall be discontinued at the point at which the emergency no longer exists. 

 Restraint shall be implemented in such a way as to protect the health and safety of the student and others. 

 Restraint shall not deprive the student of basic human necessities. 

 Appropriate (intended use) utilization of mechanical restraints such as seat belts or feeding tables when applied 

for their intended purpose is not prohibited; however, the application of mechanical restraint is prohibited as an 

intervention or consequence for inappropriate behavior. 

 

School employees and/or independent contractors may need to use restraint shall be provided training according to the 

following requirements: 

 

 A core team of personnel in each school will be trained annually in the use of a nationally recognized restraint 

process.  The team will  include an administrator or designee and any general or special education personnel 

likely to use restraint; 

 Personnel called upon to use restraint in an emergency and who have not received prior training must receive 

training within 30 days following the use of restraint if the principal determines that there is a reasonable 

likelihood that the situation leading to the use of restraint will reoccur; 

 Training on use of restraint will  include prevention and de-escalation techniques and provide alternatives to the 

use of restraint; 

 All trained personnel shall also receive instruction in current professionally accepted practices and standards 

regarding behavior interventions and supports; 
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Comprehensive documentation and immediate notification on use of restraint is required.  In a case in which restraint is 

used, school employees, volunteers and/or independent contractors will implement the following documentation 

requirements: 

 

Time Requirement Documentation/Notification 

Immediately following the 

use of restraint (within one 

hour) 

The principal or designee must be provided verbal and written notification that 

restraint was used on a given student with a description of the restraint process 

used. 

Same day A good faith effort shall be made to verbally notify the parents/guardian regarding 

the use of restraint. 

Within one school day Written notification of the use of restraint must be placed in the mail or otherwise 

provided to the parent/guardian. 

Within one school day Written documentation regarding the use of restraint must be placed in the 

student’s official school record.  The information must be available to determine 

the relationship of a student’s behavior as it impacts the student’s learning and/or 

the creation or revision of a behavior intervention plan 

 

Written notification to the parents/guardian and documentation to the student official school record shall include the 

following: 

 

 Name of the student; 

 Name of the staff member(s) administering the restraint; 

 Date of the restraint and the time the restraint began and ended; 

 Location of the restraint; 

 Narrative that describes antecedents, triggers, problem behavior(s), rationale for application of the restraint and 

the efforts made to de-escalate the situation and alternatives to restraint that were attempted; and 

 Documentation of all parental contact and notification efforts.  

 

Section 5.  Alternative Education for Disruptive Students 

 

West Virginia Code provides for the creation of Alternative Education programs to allow for the provision of a free and 

appropriate education to students whose disruptive behavior has caused them to be removed from the regular 

classroom/school setting. An Alternative Education program is a temporary authorized departure from the regular school 

program designed to provide educational and social development for students whose disruptive behavior places them at 

risk of not succeeding in the traditional school structures and in adult life without positive interventions.  The purposes of 

these programs are to:   

 

1. provide a safe and orderly learning environment for the education of all students in the public schools of West 

Virginia and  

2. meet the educational needs of disruptive students through the development of alternative education programs. 

 Alternative education programs for disruptive students encompass a range of program options such as: 

 

 in-school suspension;  

 a separate part-time or full-time alternative education classroom; 

 a school-within a school; 

 a school on an alternative site; 

 an afterschool class/night school program; or 

 a combination academic/work-based program.  
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Program Requirements 

County boards of education establishing alternative education programs shall meet the following requirements: 

Hancock County Schools has policies and procedures for the operation of alternative education programs.  These policies 

and procedures shall include, but are not limited to: 

1. the goals of the program; 

2. the eligibility criteria and process for placement of students in the program including the composition of the 

Alternative Education Placement Team which may be an existing school team such as the Student Assistance 

Team; 

3. the involvement of parents and community agencies; 

4. length and time of day the after-hours/night school program operates, if applicable; 

5. plan for awarding of credits; 

6. behavioral management plan as an alternative to the county's discipline policy, if applicable; 

7. the staffing plan, personnel qualifications and class size limits; 

8. the criteria for completion of the alternative education program or reentry into regular education; and 

9. the performance measures and process for program evaluation.  

Placement in Alternative Education Programs may be for the following reasons: 

 

1. Violations of the West Virginia Code §18A-5-1a; 

2. repeated violations of the county's discipline policy following documented multiple behavioral interventions by 

the Student Assistance Team at the referring school; and 

3. continuation of educational services during periods of suspension. 
 

 Students who have been expelled must be placed in an alternative education program unless found to be a 

dangerous student under the procedures set forth in West Virginia Code §18A-5-1a. 

 

 Students who have been suspended or expelled from a public or private school in West Virginia or another 

state, currently found within the county, may not be denied enrollment unless determined to be a “dangerous 

student” under the procedures set forth in West Virginia Code §18A-5-1a. 

 

 Placement of Students in Alternative Education Programs - Placement decisions, excluding short-term in-

school suspensions, shall be made by an Alternative Education Placement Team, which may be the Student 

Assistance Team, as defined in the county's policy and procedures.  County school districts shall provide for 

the opportunity for parents to participate in the placement team meeting.  The placement team shall develop a 

student's written plan which includes academic courses and behavioral components, criteria for re-entry to 

the regular school program and provisions for periodic review of the student's progress at least on an annual 

basis. The team for all students with disabilities shall be the IEP team and the written plan shall be the IEP. 

 

 Curriculum - County boards of education shall have an identified written curriculum for alternative education 

programs based upon State Board of Education approved content standards. The curriculum shall also 

include a component for teaching and learning responsible behavior. In addition, the county shall provide for 

the participation of staff certified in the core subject areas in the development of the academic curriculum 

and the assessment measures to determine mastery of instructional goals and objectives. 

 

 Instruction – Hancock County Schools shall deliver instruction in accordance with the following standards: 

 

 instructional activities shall be consistent with the written curriculum and appropriate for the students' 

developmental levels; 
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 instructional materials shall be age appropriate, functionally appropriate, and of high interest level for 

students;  

 the program shall provide for individualized instruction and accommodate the entry and exit of students; 

 curricular and instructional practices shall reflect high expectations for students; 

 the instructional program shall be delivered in a climate/culture conducive to learning; and 

 sufficient instructional materials, supplies, and equipment shall be available to deliver the instructional 

program. 

 

 State Assessment Program - Students enrolled in alternative education programs shall participate in the State 

Assessment Program, in accordance with WVBE Policy 2340 - West Virginia Measures of Academic 

Progress Program.  The test scores for these students shall be counted in with the results of other Hancock 

County students.  

 

 Support Services - Students in alternative education programs shall receive school counseling services and/or 

other support services such as school social work or psychological services as indicated in the student's 

written plan. 

 

 Special Education – Hancock County Schools shall comply with applicable state and federal laws and 

regulations in the education of exceptional students placed in alternative education programs.  

 

 Personnel - It is the responsibility of Hancock County Schools to select the most qualified applicant(s) to 

implement the alternative education program. Classroom teachers shall be selected on the basis of the 

teachers' demonstration of competence in meeting the following standards: 

 

1. any West Virginia professional teaching certificate; 

2. ability to effect positive behavior in disruptive students; 

3. effective leadership and/or mentoring skills in working with youth; 

4. successful experience in providing education to troubled or disruptive youth; 

5. specialized training or experience in non-traditional programs; and 

6. specialized training in behavior management skills 

 

 Licensure - A teacher assigned to deliver the academic subjects within an alternative education program must 

possess a West Virginia professional teaching certificate in any area.  A Temporary Authorization valid for 

one year shall be granted to the successful candidate(s) for the alternative education program position(s). The 

employing county superintendent must verify that the applicant possesses the required competencies.  The 

Temporary Authorization may be renewed each year based on the applicant's continued employment in an 

alternative education program. 

 

 Day-School Programs - Absent expulsion, a student attending an alternative education day school program 

shall have the opportunity to receive a full-time instructional program and full instructional day.  

 

 After-Hours/Night School Classes - County boards of education are authorized to provide alternative 

education programs after regular school hours for expelled students and for students who have repeated 

serious violations of the county's discipline policy following documented multiple behavioral interventions 

and out-of-school suspensions. After-Hour/Night School programs shall include the provision of academic 

coursework and development of social skills/pro-social behavior. Unless otherwise required by law, 

regulation, or court order, transportation services for such programs are at the discretion of the county board 

of education.  
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 Home-Based Programs for Disruptive Students - County boards of education may provide home-based 

programs solely for students expelled under the Productive and Safe Schools Act (West Virginia Code §18A-

5-1a) or for disruptive students who meet the eligibility criteria for Home/Hospital Instruction under WVBE 

Policy 2510 - Assuring the Quality of Education: Regulations for Education Programs.  

 

 Units of Credit – Hancock County Schools shall grant units of credit for work satisfactorily completed in an 

alternative education program. Units of credit based upon mastery of performance criteria may be granted as 

an alternative to the standard units of credit. 

 

 Program Completion - Students may complete an alternative education program in one of the following 

manners: 

 

 fulfillment of the criteria for re-entry into the regular school program; 

 completion of regular high school graduation requirements and awarding of a regular high school 

diploma from the home county school of referral; 

 completion of identified performance criteria leading to a high school diploma; or 

 completion of a GED in accordance with WVBE Policy 2444.4 - Issuance of State of West Virginia 

General Educational Development (GED®) Diploma Based Upon Passage of the GED Tests. 

 

Accountability for Results 

 

Hancock County Schools   shall conduct an annual evaluation of the effectiveness of the alternative education program. 

The evaluation shall focus upon the impact of the program on student performance and results using indicators such as: 

academic gains; reduction in dropout rates; reduction in incidences requiring disciplinary action; improvement in 

attendance rates; rates of successful program completion and return to the regular school program; rates of successful 

completion of vocational training programs; rates of successful completion of high school graduation or attainment of a 

GED; and rates of successful job placement and job retention. 

 

The WVDE shall review compliance with alternative education requirements and the effectiveness of alternative 

education programs through monitoring and review of the electronic County Strategic Plan. The alternative education 

program shall be evaluated on the basis of its stated goals and the provisions of this policy.   

 

Section 6.  Collaboration with Law Enforcement 

 

Police have the responsibility to enforce laws in order to protect all citizens.  Police can enter schools if they suspect a 

crime has been committed, if they have a warrant for an arrest or search, or if their assistance has been requested by 

school officials.  It is the duty of the school officials, teachers, and students to cooperate with the police and each other to 

ensure that the rights of all involved persons are respected. 

 

Prevention Resource Officers (PRO) 

 

PRO Officers are certified police officers, working as fulltime officers who have been assigned to work fulltime within a 

public school during the school year.  The PRO Officer’s duties, salary and other conditions are determined through an 

agreement with the county board of education and the PRO Officer’s authorized police department.  The principal is the 

PRO Officer’s immediate supervisor while the officer is present in the school.  There may be a time when, during the 

course a PRO Officer’s duties, the officer’s position as a law enforcement officer would take precedence. 

 

Police Conducting an Investigation in the School 

During a criminal investigation, if a student is to be questioned by the police, or by school officials in the presence of the 

police, the school administration should cooperate with the police and help to ensure that the privacy of the student is  
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protected.  The police officer is responsible to ensure that the student’s constitutional rights are not violated.  The police 

officer is responsible for determining if the student’s parents or guardian, or lawyer should be contacted prior to 

questioning. West Virginia Code §49-5-2 specifies that statements made by a student under the age of fourteen, while 

being questioned by law enforcement officials, cannot be used in a court proceeding unless his or her lawyer is present; 

such statements made by students who are fourteen or fifteen years old cannot be used in a court proceeding unless their 

lawyer is present or a parent is present and the parent has been informed of the student’s rights.  The police officer shall 

determine when the use of restraints is necessary during such questioning to control an unruly student to prevent the 

student from harming him/herself or others. 
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Chapter 5 

 

PROCEDURES FOR ADDRESSING ALLEGATIONS 

OF INAPPROPRIATE BEHAVIORS 

 

Section 1.  Procedures for Reporting Complaints of Inappropriate Behavior 

 

All school employees are responsible for assuring a safe and supportive school climate/culture.  When incidents of 

inappropriate behavior are witnessed by school staff, the behavior shall be address consistently in accordance with the 

Interventions and Consequences outlined in Chapter 4 and with the school implementation plan.  However, incidents of 

inappropriate behavior do not always occur in the presence of school employees and are reported to school authorities 

after the behavior has occurred. 

 

All inappropriate behaviors observed by students or public guests must be reported to the appropriate personnel for 

appropriate action to be taken as specified in the county policy and school implementation plan.  Each county policy and 

school implementation plan shall designate the individual(s) who will receive complaints about inappropriate behaviors 

indicated in Chapter 4. 

 

Hancock County Schools has developed procedures to assure that any person who believes he or she has been the victim 

of an inappropriate behavior as outlined in Chapter 4 or any person with knowledge or belief of conduct which may 

constitute a violation of WVDE Policy 4373.   Nothing prevents any person from reporting violations directly to the 

county superintendent, as appropriate, or to the West Virginia Human Rights Commission, or to a law enforcement 

agency.  These procedures do not deny the right of any individual to pursue other avenues of recourse which may include 

filing charges with the West Virginia Human Rights Commission, initiating civil action or seeking redress under the state 

criminal statutes and/or federal law.  

 

Hancock County Schools has developed procedures for investigating, reporting, responding, and devising consequences 

for the failure of an employee to appropriately respond to violations Policy 4373, in accordance with WVBE Policy 5310 

- Performance Evaluation of School Personnel in a manner that promotes understanding and respect. 

 

Complaint Procedure Considerations for Racial, Sexual, and Religious/Ethnic Harassment and Violence 

 

Hancock County Schools,  RESA, and the WVDE have developed procedures to assure that any person who believes he 

or she has been the victim of religious/ethnic, racial or sexual harassment or violence by a student, teacher, administrator 

or other school personnel of the county board of education, or any person with knowledge or belief of conduct which may 

constitute religious/ethnic, racial or sexual harassment or violence toward a student, teacher, administrator or other 

school personnel has an identified mechanism to report the alleged acts immediately to an appropriate official designated 

by the agency's policy.  Nothing in policy prevents any person from reporting harassment or violence directly to the 

county superintendent, RESA executive director or the state superintendent, as appropriate, or to the West Virginia 

Human Rights Commission, or to a law enforcement agency. 

 

 All alleged incidents of harassment or violence observed by faculty or staff must be reported to the designated 

investigator and appropriate action should be taken as specified in Hancock County Schools’ policy. 

 Under certain circumstances, sexual harassment may constitute child and/or sexual abuse under West Virginia 

Code §49-6-1 et seq.  In such situations, Hancock County schools shall comply with the provisions of law for 

reporting such abuse. 

 

Section 2.  Procedures for Investigating Allegations of Inappropriate Behavior 

 

Upon receipt of a report or complaint, the designated county individual will immediately undertake or authorize an 

investigation.  The investigation may be conducted by school/school system officials, or by a third party designated by 

the school system. 
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The investigation must, at a minimum consist of personal interviews with the complainant, the individual(s) against 

whom the complaint is filed, and others who may have knowledge of the alleged incident(s) or circumstances giving rise 

to the complaint.  The investigation may also consist of any other methods and review of circumstances deemed pertinent 

by the investigator. 

 

When any student is to be interviewed in connection with an investigation pursuant to a Level 3 or 4 inappropriate 

behavior, a reasonable effort shall be made to contact the student’s parent, custodian or guardian and invite them to be 

present during such interview, provided such parental notification does not compromise overall school/student safety.  

Parental notification is encouraged at Levels 2 and discretionary at Level 1. 

 

The principal shall: 

 

 Determine whether the alleged conduct constitutes a violation of this policy. 

 Immediately take such reasonable steps as necessary, to protect the complainant, students, teachers, 

administrators or other personnel pending completion of an investigation of an alleged policy violation. 

 Assure that the investigation will be completed as soon as practicable but no later than ten school days following 

the reported violation. 

 

Upon completion of the investigation: 

 

 A report shall be provided to the principal which includes a determination of whether the allegations have been 

substantiated as factual and whether they appear to be violations of this policy. 

 The report shall be recorded and filed at the county/school level as shall be determined in the county policy. 

 The conclusion of the investigation of each complaint filed under these procedures will be reported in writing to 

the complainant or his/her legal guardian by the principal or his/her designee. 

 

Confidentiality of the filing of complaints, the identity of subjects and witnesses of any complaint and of any action taken 

as a result of such complaint is essential to the effectiveness of this policy. Only those individuals necessary for the 

investigation and resolution of the complaint shall be given information about it. Therefore, the right of confidentiality of 

complainants, subjects, witnesses, and investigators will be vigorously protected and violations of such confidentiality 

may itself be grounds for disciplinary action.  

 

Investigation Procedure Considerations for Racial, Sexual, and Religious/Ethnic Harassment and Violence 

 

Hancock County Schools, RESAs, and the WVDE have developed procedures following guidelines to investigate 

complaints of religious/ethnic, racial or sexual harassment or violence by a student, teacher, administrator or other school 

personnel of the county board of education.     

 

Section 3.  Procedures to Prevent Reprisal 

 

The Hancock County Board of Education has developed discipline procedures to take appropriate action against any 

student or employee who retaliates against any person who reports alleged violations or any person who testifies, assists 

or participates in an investigation, or who testifies, assists or participates in a proceeding or hearing relating to such 

violations.  Retaliation includes, but is not limited to, any form of intimidation, reprisal or harassment. 

 

Likewise, a disciplinary process is in place to take appropriate action against any student, administrator or other school 

personnel who falsely reports violations of this policy. 
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Chapter 6 

 

PROCEDURES FOR TAKING ACTION ON 

SUBSTANTIATED INAPPROPRIATE BEHAVIORS 

 

Section 1.  Interventions and Consequences of Inappropriate Behavior 

 

It is the intent of the WVBE for schools to be pro-active and preventive in their approach to student behavior.  It is also 

the Board’s intent that inappropriate behavior be addressed with meaningful interventions and consequences that strive to 

improve future behavior.  Therefore, it is the Board’s belief that school administrators and staff shall exhaust all available 

school and community resources to provide appropriate school-based intervention strategies designed to keep students in 

school and engaged in instruction. Out-of-school suspension strategies should be used sparingly and shall never deny a 

student access to instructional material and information necessary to maintain academic progress. Out-of-school 

suspension is not a recommended optional consequence or intervention for Level 1 behaviors; however, the determination 

of interventions and consequences is at the discretion of the school administrator for levels 1, 2 and 3. West Virginia 

Code requires that the principal shall suspend a student who commits a behavior classified as Level 4 in this policy.  

 

In determining the appropriate intervention and/or consequence in response to a substantiated Level I, II, or III 

inappropriate behavior, the principal, superintendent and/or local board of education should consider: 

 

 the surrounding circumstances, 

 the nature of the behavior, 

 past incidents or continuing patterns of behavior, 

 the relationships between the parties involved and the context in which the alleged incidents occurred. 

 

Section 2.  Guidelines for Specific Responses to Inappropriate Behavior 

 

Exclusion 

According to West Virginia Code §18A-5-1, a teacher or bus driver may exclude from a classroom or bus any student 

who displays one or more of the inappropriate behaviors outlined in Chapter 4, Section 2, Levels 1, 2, 3 or 4.  Any 

student excluded shall be placed under the control of the principal of the school or a designee. The excluded student may 

be admitted to the classroom or school bus only when the principal, or a designee, provides written certification to the 

teacher that the student may be readmitted and specifies the specific type of disciplinary action, if any, that was taken. If 

the principal finds that disciplinary action is warranted, he or she shall provide written and, if possible, telephonic notice 

of the action to the parent(s), guardian(s) or custodian(s). When a student is excluded from a classroom or a school bus 

two times in one semester, and after exhausting all reasonable methods of classroom discipline provided in the school 

discipline plan, the student may be readmitted to the classroom or the school bus only after the principal, teacher and, if 

possible, the parent(s), guardian(s) or custodian(s) of the student have held a conference to discuss the student's 

disruptive behavior patterns, and the teacher and the principal agree on a course of discipline for the student and inform 

the parent(s), guardian(s) or custodian(s) of the course of action. Thereafter, if the student's disruptive behavior persists, 

upon the teacher's request, the principal may, to the extent feasible, transfer the student to another setting. 

 

Bus drivers must follow the guidelines outlined in WVBE Policy 4336 – West Virginia School Bus Transportation Policy 

and Procedures Manual.  When the bus driver recommends excluding a student from the bus, the driver shall notify the 

student and the student’s principal.  The principal/designee shall notify the student’s parent/guardian.  All students shall 

be transported until the parent/guardian has been properly notified of the exclusion.  The principal/designee shall notify 

the parent/guardian when their child may resume riding the bus. If the inappropriate behavior persists, the student may 

have his/her rights to transportation services suspended for the remainder of the year, to the extent feasible. 

 

Suspension 

The purpose of suspension is to protect the student body, school personnel and property, the educational environment,  
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and the orderly process of the school.  Suspension is considered a temporary solution to inappropriate behavior until the 

problem that caused the suspension is corrected.  The length of a suspension should be short, usually one (1) to three (3) 

school days, but may extend to ten (10) school days. 

 

Suspension typically takes one of two forms: 

 

 In-School Suspension: Instances in which a student is temporarily removed from his/her classroom(s) for 

disciplinary purposes but remains under the direct supervision of school personnel and continues to receive 

instructional support.  Direct supervision means school personnel are physically in the same location as students 

under their supervision.  Settings may include other locations within the school building or removal to another 

school, such as an alternative school, provided the student remains in direct supervision of school personnel. 

 Out-of-School Suspension:  Instances in which a student is temporarily removed from his/her school for 

disciplinary purposes to another setting pursuant to W. Va. Code §18A-5-1a (e.g., home, community setting).  

This includes both removals in which no IEP services are provided because the removal is 10 days or less as well 

as removals in which the student continues to receive services according to his/her IEP.   The student is not under 

direct supervision of school personnel as defined under in-school suspension. 

 

A student is entitled to an informal hearing when faced with an out-of-school suspension of ten (10) days or less.  At this 

hearing, the principal must explain why the student is being suspended, and the student must be given the opportunity to 

present reasons why s/he should not be suspended.  However, a student whose conduct is detrimental to the safety of the 

school may be suspended immediately and a hearing held as soon as practical after the suspension.  Other procedures the 

school must follow when dealing with out-of-school suspensions are outlined in West Virginia Code §§18A-5-1 and 18A-

5-1a and include: 

 

1. Parent(s)/guardian(s) must be notified promptly in all cases of suspension.   

2. The county superintendent of schools or designee must be notified and preferably in writing of the time and 

conditions pertaining to the suspension. 

3. A student that is suspended from school may not participate in any school-sponsored activities, and is not 

permitted on school grounds during the period of suspension. 

4. A student may not be suspended from school solely for not attending class. 

 

An out-of-school suspension of more than ten (ten) days requires a formal hearing before the county board of education.  

Procedures the school and county must follow when dealing with suspensions of more than ten (10) days are outlined in 

West Virginia Code §§18A-5-1 and 18A-5-1a and include: 

 

1. Parent(s)/guardian(s) must be informed in writing of the charges against their child, including a summary of the 

evidence upon which the charges are based. 

2. Upon the student’s/parent/guardian’s request, a formal hearing must be scheduled before the county board of 

education. 

3. Students are entitled to be represented or advised during the proceedings by a person or persons of their 

choosing, including legal counsel. 

4. Students are entitled to be given reasonable time to prepare for the hearing. 

 

Expulsion 

The superintendent, upon recommendation by the principal, may recommend that the board of education expel a student 

from school if the student’s conduct is judged to be detrimental to the progress and general conduct of the school.  In all 

cases involving expulsion, the student is entitled to formal due process procedures if the board of education agrees to act 

upon recommendations to expel a student from school.  These procedures are outlined in West Virginia Code §18A-5-1 

and §18A-5-1a. 

 

West Virginia Code §18A-5-1 and §18A-5-1a requires mandatory out-of-school suspension by the principal and  
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mandatory expulsion for a period of not less than twelve (12) consecutive months by the county board of education for:  

possession of a deadly weapon, battery of a school employee, or sale of a narcotic drug. Procedures that must be followed 

when dealing with an expulsion include: 

 

1. The student and parent(s)/guardian(s) must be given a written statement of the specific charges against the 

student. 

2. The Hancock County Board of Education must hold a hearing regarding the recommended expulsion. 

3. The student and parent(s)/guardian(s) must be given a written notice of the time and place of the board of 

education hearing at which the expulsion will be considered. This notice must be given far enough in advance for 

the student to have time to prepare an adequate defense against the charges. 

4. The student and parent(s)/guardian(s) have the right to be present at the board hearing and to defend against the 

charges. 

5. The student has the right to be represented by an attorney at the hearing at their own expense. 

6. The student has the right to present witnesses in their behalf, to hear the testimony of witnesses against them, and 

to question the witnesses against them. 

7. If the board of education decides that the charges against a student do not warrant his or her expulsion from 

school, the student may remain in school or return to school without being subjected to punishment or 

harassment. 

8. In all expulsion hearings, fact shall be found by a preponderance of the evidence. 

9. Expulsion by the board of education is final.  However, if a student or parent/guardian believes that the student 

was not given procedural due process, they may appeal to the State Superintendent of Schools.  If the State 

Superintendent finds that the board's decision to expel the student was properly made, then the expulsion will 

stand unless overturned by a court. 

 

Section 3.  Considerations for Transferring Students with Expulsions 

 

Students who have been suspended or expelled from a public or private school in West Virginia or another state, 

currently found within the county, may not be denied enrollment in the county school system unless determined to be a 

“dangerous student” under the procedures set forth in West Virginia Code §18A-5-1a.. Superintendents may, in their 

discretion, determine the appropriate educational placement, including alternative education services, for these students.  

 

Section 4.  Considerations for Students with Disabilities, Students not yet Determined Eligible for Special 

Education and Students with 504 Plans 

 

When considering exclusion from the bus or suspension or expulsion from school or the bus for students with disabilities, 

students not yet determined eligible for special education (i.e. students currently engaged in the eligibility process 

beginning with a Student Assistance Team referral) or students with 504 plans, refer to WVBE Policy 2419 - Regulations 

for the Education of Students with Exceptionalities  for specific guidelines related to protections which may be warranted 

for these students.   

 

Section 5.  Procedures for Reporting Action on Substantiated Incidents 

 

It is essential that schools accurately track incidents of inappropriate behavior in order to utilize data for school 

climate/culture improvement efforts and to create documentation to support actions taken to intervene in inappropriate 

behavior patterns.  The WVEIS provides schools with the platform to report all incidents of inappropriate behavior.  

Therefore, all inappropriate behaviors as described in Chapter 4, shall be reported in WVEIS. 

 

 Principal level WVEIS data entry – shall include all teacher level documentation as well as additional entry for 

administrative disciplinary actions. This data shall be entered into WVEIS by the principal and/or other 

authorized staff. 

 Superintendent / designee level WVEIS data entry – shall include county board actions resulting from expulsion  
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hearings.  This data shall be entered into WVEIS by the superintendent and/or other authorized staff.    

 

Incidents of inappropriate behaviors reported into WVEIS in accordance with this policy will be used by the WVDE to 

comply with federal and state reporting requirements.   

 

Section 6.  Appeals Procedures 

 

If someone believes that Hancock County Schools has violated the procedural rights set forth in this policy, they may 

avail themselves of the appeal procedures outlined in WVBE Policy 7211 - Appeals Procedure for Citizens.  

 

Date Adopted: 

Date Amended:  6/19/12; 5/22/17 

Date Reviewed:  5/29/13 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

          

 

IMMUNIZATION OF STUDENTS 

 

The immunization requirements for students entering Hancock County Schools are established by  the West Virginia 

Department of Health and Human Resources Administrative Rule CS64-95 Immunization for School Entry; WV State 

Board Policy 2423 Health Promotion and Disease Prevention and WV State Codes §16-3-4; §16-3D-3 and §18-5-15.   

 

All children entering a West Virginia public school for the first time shall have been successfully immunized against the 

following:  chicken pox, diphtheria, hepatitis, mumps, polio, rubeola, rubella, tetanus, and whooping cough.   

 

 
Minimum Immunization Requirements for Pre-K Program Entry 

 

Vaccine Requirement Vaccine Requirement Provisional Enrollment 

 

Hepatitis A 2 doses Hepatitis B  3 doses Students may be provisionally enrolled with at 

least one dose of each required vaccine and 

allowed up to 8 months to obtain up-to-date status 

DTaP 4 doses Varicella 1 dose 

IPV 3 doses MMR 1 dose 

Hib 4 doses PCV 4 doses 

 

 

 

Minimum Immunization Requirements for K-12 

 

 

Vaccine Requirement Provisional Enrollment 

DTaP/DTP 

Td/Tdap 

 

4 doses 
After one dose, student may be allowed up to 8 months to complete the 

series. 

Polio 

(IPV) 
1 dose After one dose, student may be allowed up to 90 days to complete the 

series. 

Measles, Mumps 

& Rubella (MMR)  

 

2 doses 
After one dose, student may be allowed up to 30 days to complete the 

series. 

 

Varicella 

 

2 doses 
After one dose, children less than 13 years of age may be allowed up to 90 

days to obtain 2nd dose; children aged 13 years and older may be 

allowed up to 30 days to obtain the 2nd dose. 

Hepatitis B 3 doses After one dose, student may be allowed up to 4 months to complete the 

series. 
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West Virginia Immunization Requirements for 7th Grade Students 

 

 

 

 

 

 

West Virginia Immunization Requirements for 12th Grade Students 

 

 

Vaccine Requirement Provisional Enrollment 

Tdap  

(tetanus, diphtheria, acellular pertussis) 

Proof of booster dose of Tdap 

vaccine 

No provisional enrollment permitted 

MCV4 

 (meningococcal/meningitis) 

Proof of 1st dose of MCV4 vaccine No provisional enrollment permitted. 

 

 

 

Date Adopted:  5/08/17 

Date Amended: 

Date Reviewed: 
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Vaccine Requirement Provisional Enrollment 

Tdap  

(tetanus, diphtheria, acellular pertussis) 

Proof of booster dose of Tdap 

vaccine 

No provisional enrollment permitted 

MCV4 

 (meningococcal/meningitis) 

Proof of 1st dose of MCV4 vaccine No provisional enrollment permitted. 
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A POLICY STATEMENT OF 

 

THE HANCOCKCOUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 

  

COMMUNICABLE/INFECTIOUS DISEASES 

The Hancock County Board of Education allows for procedures to be in place for detection of potential health barriers 

to learning and communicable diseases, inclusion and exclusion, standard/universal precautions and enhancement of 

knowledge to ensure that preventative measures occur for students and school personnel.  This policy will assist in 

developing a working relationship with school personnel, parents/guardians, the students’ medical and dental home and 

the local health department while decreasing duplication of health services offered by the school and the medical and dental 

home and/or the community serving the students per WV State Board Policy 2423, Health Promotion and Disease 

Prevention. 

 
The potential for inability to learn, loss of school time for preventable diseases or unmanaged care and unnecessary 

exclusion from the school setting is cause for concern.   This problem makes it necessary for the Hancock County 

Board of Education to be proactive and protective of the educational process and the health and safety rights of 

students and staff. 

 

All Hancock County Schools support and assist students in being healthy learners through promoting annual well child 

examinations, biannual dental examinations by a licensed dentist, up-to-date immunizations, emergency information, 

preventive health care and enrollment for children and families into health care insurance.   A public/private partnership 

exists through school nursing services, local WVDHHR/Bureau services, school-based services (including medical, 

mental and oral health), and non-profit services.   The school nurse is the school health expert who is qualified to lead 

the coordination and monitoring of health promotion through school screenings and examinations. 
 

Health Check 

 

New enterers in West Virginia public school at first entry of either prekindergarten (Pre-K) or Kindergarten and all 

students progressing to grades 2, 7 and 12 must have on file within 45 days of enrollment/entry or prior to the first day of 

school attendance a record of a HealthCheck screening, or other comprehensive health screening comparable to the 

HealthCheck protocol. The following transition plan will require each new enterer in Pre-K and Kindergarten and all 

students entering grades 2, 7 and 12 to show proof of a HealthCheck screening:   

 

 beginning the school year (SY) 2015/16 all new enterers in Pre-K and Kindergarten;  

 beginning SY 2016/17 all students entering grade 2;  

 beginning SY 2017/18 all students entering grade 7; and  

 beginning SY 2018/19 all students entering grade 12.  

 

All screening forms shall be signed and dated by the child’s licensed health care provider and completed within the prior 

12 calendar months.  If the student does not have proof of a HealthCheck the classroom teacher shall be informed to 

ensure any potential learning deficits (vision, hearing, speech and language, developmental, etc.) will be referred to the 

appropriate school personnel for screening as individually indicated. P e r  W. Va. Code §18-5-17; WVBE Policy 2525, 

West Virginia’s Universal Access to Early Education System; Governor’s KidsFirst Initiative; and Superintendent’s 

Interpretation of June 29, 2007, Hancock County retains the right to conduct follow-up screening when deemed 

necessary. 
 

Oral Health 

 

New enterers in West Virginia public school at first entry of either Pre-K or Kindergarten and all students progressing  
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to grades 2, 7 and 12 must have on file within 45 days of enrollment/entry or prior to the first day of school attendance a 

record of an oral health examination. The following transition plan will request each new enterer in Pre-K and 

Kindergarten and all students entering grades 2, 7 and 12 to show proof of an oral health examination:   

 

 beginning the school year (SY) 2015/16 all new enterers in Pre-K and Kindergarten;  

 beginning SY 2016/17 all students entering grade 2;  

 beginning SY 2017/18 all students entering grade 7; and  

  beginning SY 2018/19 all students entering grade 12.   

 

All examination forms shall be signed and dated by the student’s dentist and completed within the prior 12 calendar 

months.  If the student does not have proof of an oral health examination during the grade of requirement, the student 

may be enrolled into the WVDHHR-Oral Health Program’s (OHP) Oral Disease Prevention Project. The Oral Health 

Prevention Project will provide an oral health assessment from a dental provider regardless of the ability to pay if the 

parent/guardian provides approval/consent for the student to participate. 
 

Tuberculin Skin Test 

 

West Virginia continues to be a state with low incidence rates of tuberculosis hence the removal of tuberculosis skin 

testing for out-of-state student transfers and new school employees, including volunteers in W. Va. Code §16-3D-3 

(2015).  In order to ensure tuberculosis rates remain low, W. Va. Code §16-3D-3 requires students found or suspected to 

have active tuberculosis shall be temporarily removed from school while their case is reviewed and evaluated by their 

personal physician and the local health officer. Students shall return to school when their personal physician and the 

local health officer, in consultation with the Commissioner, indicate that it is safe and appropriate for them to return. 

 

Immunizations  
 

Students must be in compliance with the required immunization schedule as set forth by the Bureau Commissioner.   

The Commissioner, or his/her designee Immunization Officer shall make determinations on request for a medical 

exemption to the compulsory immunization requirements set forth by the Bureau.  A medical exemption request must be 

made by a licensed physician and state that the physical condition of the child is such that immunization is 

contraindicated or there exists a specific precaution to a particular vaccine.  The Immunization Officer’s decision on a 

request for an exemption to the compulsory immunization requirements of this section may be appealed to the State 

Health Officer. The final determination of the State Health Officer is subject to a right of appeal pursuant to the provisions 

of W. Va. Code §29A-5-1 et. seq.  The immunization record shall be a public health record to be entered and reviewed 

annually into the WVSIIS. See Hancock County Policy JLCB, Immunization of Students, for the complete list of required 

student immunizations. 

 

Quality Assurance for School-Based Services 

 

All community services performed in the school setting should be regular and ongoing services that are evidence-based or 

a promising practice and follow best practices and guidelines. The terms regular and ongoing services as referenced refer 

to community services that are provided within the school in an agreed upon manner between the school and community 

partner(s) which work toward promoting both the academic, health and social service needs of students. 

 

Disease Prevention Measure Through Practice and Education 

 

All Hancock County Schools must incorporate teaching and promoting hand washing, as defined in W. Va. 126CSR25A, 

WVBE Policy 2422.7, Standards For Basic and Specialized Health Care Procedures, and as outlined in The Basic and 

Specialized Health Care Procedures Manual for West Virginia Public Schools.  It is best practice to wash the hands with 

soap and clean running water for twenty seconds. However, if soap and clean water are not available, use an alcohol-

based product to clean the hands is acceptable practice.  Alcohol-based hand rubs significantly reduce the number of  
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germs on skin and are fast acting. Good hand hygiene is the single most effective procedure to prevent the spread of 

communicable disease in the school setting.  An allowance for hand washing should be incorporated into the daily 

routine of all students in West Virginia public schools, especially before eating, after blowing the nose, coughing, or 

sneezing, after going to the bathroom and as deemed necessary by school. 

 

Instruction on the principle modes by which communicable diseases, including, but not limited to, human 

immunodeficiency virus (HIV)/acquired immunodeficiency syndrome (AIDS) are prevented, spread and transmitted shall be 

taught to students as outlined in W. Va. 126CSR44E, WVBE Policy 2520.5.  An opportunity shall be afforded to the 

parent or guardian of a child subject to instruction in the prevention, transmission and spread of HIV/AIDS and other 

sexually transmitted diseases to examine the course curriculum requirements and materials to be used in such instruction.  

The parent or guardian may exempt such child from participation in such instruction by giving notice to that effect in 

writing to the school principal as set forth in W. Va. Code §18-2-9. 

 

Disease Control Measures 

 

Distinctions will be made related to diseases that are communicable in the school setting versus those known not to be 

spread by casual contact (e.g., AIDS, Hepatitis B, Hepatitis C). Each reported case of disease known not to be spread by 

casual contact will be validated by a designated individual such as a school nurse (W. Va. Code §18A-5-1 and §18-5-22). 

 

The administrator or school nurse shall exclude from the school any pupil or pupils known to have or suspected of having 

any infectious disease known to be spread by casual contact and is considered to be a health threat to the school 

population.  The superintendent has the authority to exclude a staff member from school when reliable evidence or 

information from a qualified source confirms him/her of having a potential communicable disease that is known to be 

spread by any form of casual contact and is considered a health threat to the school population.  Such a student or staff 

member shall be excluded in accordance with guidelines of AAP, CDC and WVDHHR unless his/her physician approves 

school attendance and the condition is no longer considered contagious.  

 

All reportable communicable diseases will be referred to the local health department, as set forth in West Virginia Bureau 

for Public Health Legislative Rule 64CSR7, Reportable Diseases, Events and Conditions. In the event of a suspected 

communicable disease outbreak as defined by the Commissioner, public schools and/or county boards of education shall 

release student personally identifiable information to appropriate public health officials as allowable by FERPA’s Health 

and Safety Emergency Disclosure and W. Va. 126CSR94, WVBE Policy 4350, Procedures for the Collection, 

Maintenance and Disclosure of Student Data.   

 
Date Adopted:  12/19/88 

Date Amended:   5/08/17 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCKCOUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 

  

PEDICULOSIS (HEAD LICE) 

In compliance with WV State Board Policy 2423, Health Promotion and Disease Prevention, the Hancock County Board 

of Education will make every effort to prevent and control head lice (pediculosis capitus) in Hancock County Schools. 

 

 The school nurse will train school personnel responsible for detecting head lice. 

 Any report of a student who has been examined by school personnel and is found to have live lice or nits shall be 

excluded from school until appropriate head lice treatment has been applied and nits are removed. 

 The parent or guardian will be educated as to the appropriate health information for treatment and prevention of 

pediculosis. 

 The student will be permitted to return to the classroom when he/she is lice free. 

 The student will be rescreened as necessary to detect the presence of live lice.  If live lice are found, the student 

will be excluded from school again.   

 A parent or designee is required to accompany the child to school the first day he/she returns to be rechecked by 

a nurse or trained designated personnel for readmission to school. 

 Classroom screening is NOT warranted.  According to the American Academy of Pediatrics (AAP), head lice 

screening programs in schools do not have a significant effect on the incidence of head lice and are not cost 

effective.  

 

The principal and school nurse will work cooperatively to address head lice in the school setting, following current 

accepted practices, and educating the school community about head lice and the county pediculosis policy. 

Date Adopted: 

Date Amended:  6/8/92; 5/29/13; 5/22/17 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

ADMINISTERING MEDICINES TO STUDENTS 

 
The Hancock County Board of Education is in compliance with West Virginia State Board Policy 2422.8, Medication 

Administration, by issuing this policy regulating the administration of medicine to students by school nurses, 

administrators, other authorized school employees, contracted school nurses, and contracted licensed health care 

providers as defined in the aforementioned policy and as specified in West Virginia Code §18-5-22a. This policy shall 

not impact the operating procedures of School Based Health Centers. 

 

Role of the school administrator/principal 

1. Provide for appropriate, secure, and safe storage and access of medications. 

2. Provide a clean, safe environment for medication administration. 

3. Provide a mechanism for safely receiving, counting and storing medications. 

4. Provide a mechanism for receiving and storing appropriate medication authorization forms. 

5. Select potential candidates for medication administration (prescribed and non-prescribed OTC). 

6. Assign qualified employees, who meet a satisfactory level of competence for prescribed medication 

administration as defined in Policy 2422.7 and non-prescribed OTC medication as determined by the WVDE. 

7. Coordinate development of procedures for the administration of medication during school-related events, 

curricular or co-curricular, with classroom teachers, school nurses, parents/guardians, designated qualified 

personnel and administrator’s designees.  

8. Assist with the promotion of WVDHHR/BPH-Oral Health Program’s Fluoride Rinse Program especially in 

school districts which lack optimal fluoridated water. 

9. Provide scheduled time for designated school personnel to be Cardiopulmonary Resuscitation (CPR) with 

Automated External Defibrillation (AED) certified and first aid trained according to Policy 2422.7 to meet 

qualifications for administering medications whether prescribed or non-prescribed OTC medication. 

10. Develop a mechanism to assure the inclusion of all students especially those with specialized health care needs to 

participate in school-related field trips.  This includes advance notification to the certified school nurse and/or 

county school health services director to ensure out-of-state field trip destinations allow reciprocity and 

delegation of certain health care procedures by their state board of nursing laws and practice acts since the 

certified school nurse is only licensed to practice nursing in West Virginia. 

 

Role of the school nurse and contracted licensed health care provider 

1. Determine if the administration of prescribed medication may be safely delegated to designated qualified 

personnel. 

2. Contact the parent/guardian or licensed health care provider to clarify any questions about prescribed medication 

that is to be administered in the West Virginia public school system. 

3. Manage health related problems and decisions.  In the role of manager, the nurse is responsible for standards of 

school nurse practice in relation to health appraisal, health care planning and maintenance of complete and 

accurate documentation.  For students needing long-term and emergency prescription medication to attend 

school, the school nurse shall assess the student, review the licensed prescriber’s orders, promote implementation  
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of needed health, safety procedures, and develop a health care plan and an optional intervention guide if deemed 

appropriate.  

4. Utilize the “West Virginia Board of Examiners for Registered Professional Nurses Guidelines for Determining 

Acts that May be Delegated or Assigned by Licensed Nurses”, June 2009, and any revisions thereof, as the 

mechanism for determining whether or not the administration of prescribed medications may be delegated. 

5. Provide and/or coordinate training, as defined in Policy 2422.7, for all school employees designated to administer 

prescribed medication.  

6. Validate and document student knowledge and skills related to self-administration of prescribed medication. 

 

Role of designated qualified personnel/administrator’s designee 

1. Successfully complete the CPR with AED certification, First Aid, and the medication administration portion of 

training, as defined in Policy 2422.7. Designated qualified personnel who are providing medication 

administration for a one-time school-related event/field trip are exempt from the requirements of CPR with AED 

certification and first aid training. 

2. Store and administer medication, complete the medication document and report medication incidents. 

3. Meet the specifications in W.  Va.  Code §18-5-22 (d) and (e) which includes teachers, aides and secretaries. 

 

Role of the parent/guardian 

 

Administer the initial dose of any medication at home, except for emergency medications and unless otherwise directed 

by the licensed prescriber and/or a court order. 

 

Provide completed and signed medication authorization form which indicates student name; date; allergies; medication 

name; dosage, time, and route; intended effect of medication; other medication(s) taken by student; licensed prescriber 

and parent/guardian signature. 

 

Provide school with completed medication authorization form for prescribed medication(s) and emergency contact 

information including parent name, address, phone numbers and at least two telephone numbers other than 

parent/guardian in case of emergency. 

 

Supply medication and ensure that medication arrives safely at school in a current and properly labeled container. Give 

the medication to the person authorized by the administrator/principal to receive, store, and administer medication.  

Maintain effective communication pertaining to medication administration. 

 

Replenish long-term and emergency prescribed medication as needed.  If emergency medication or medication 

authorization form is not provided to the school, the safety and welfare of the student is placed at risk.  The student shall 

not attend school until both the medication and medication authorization form are provided to school personnel with a 

review and delegation from the school nurse.  The Student Assistance Team (SAT), Section 504 or Individualized 

Education Program (IEP) team must regard the lack of emergency lifesaving medication(s) as child neglect. 

 

Retrieve unused or expired medicine from school personnel no later than 30 days after the authorization to give the 

medication expires or on the last day of school. 

 

Role of the Student 

 

Consume the medication in the specified manner, in as much as his/her age, development and maturity permit. 

  

Self-administer prescribed emergency or acute medications, such as but not limited to epinephrine, insulin, asthma 

inhaler or ibuprofen when the prescription indicates that said student may maintain possession of the medication.  The  
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student must be able to bring the medication to school, carry the medication in a safe and responsible manner, and use the 

medication only as prescribed.  At the discretion of county boards of education, high school students (not below grade 9) 

may be allowed to carry and self-administer non-prescribed OTC medication with parent/guardian authorization, unless 

restricted by the administrator/principal.   

 

Administration of Prescribed Medication 

 

 Prescribed medications shall be administered after written authorization from a licensed prescriber and parent/guardian 

approval are received. 

  

Prescribed medication shall be in the originally labeled container from the pharmacy, which includes the following: 

 student’s name, 

 name of the medication, 

 reason(s) for the medication (if to be given only for specific symptoms), 

 dosage, time and route, 

 reconstitution directions, if applicable, and 

 the date the prescription and/or medication expires. 

 

Prescribed OTC Medication(s) shall be in the original container from the pharmacy and have the following information: 

 student’s name (affixed to original manufacturer’s bottle), 

 name of the medication, 

 reason(s) for the medication (if to be given only for specific symptoms), 

 dosage, time and route, 

 reconstitution directions, if applicable, and 

 the date the prescription and/or medication expires. 

 

Medication Administration 

Steps for administering medication must be followed exactly.  

1. Medication administration must take place in a clean and quiet environment where privacy may be established 

and interruptions are minimal. 

2. The school nurse is to be contacted immediately when a prescribed medication’s appearance or dosage is 

questioned.  The school nurse shall take the appropriate steps to assure the medication is safe to administer. 

3. The school nurse is to be contacted immediately when a student’s health condition suggests that it may not be 

appropriate to administer the medication. 

4. When a student’s medical condition requires a change in the medication dosage or schedule, the parent must 

provide a new written medication authorization form from a licensed prescriber and container, if applicable.  This 

must be given to designated personnel within an appropriate time frame. 

5. Schools may only stock medications as permitted by W.  Va. Code §18-5-22c (epinephrine) and  

6. §§16-46-1 through 16-46-6 (naloxone) if the county board of education adopts a policy in accordance with sections 10.2 

through 10.14 of this policy.  Schools are required to follow the county board of education policy and may voluntarily 

adopt W.  Va.  Code §18‐5‐22c (stock epinephrine) as outlined in Section 10.2 and/or W.  Va. Code §16-46-1  
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(stock naloxone) as outlined in Section 10.10.  County boards of education will follow the procedures and 

protocols  for school health and school nursing as set forth in Chapter 18 of W.  Va. Code and the rules set forth by 

the WVBE. 

 

Medication Storage, Inventory, Access and Disposal 

 
Each school shall designate space in the building to store student medication, at the correct temperature, in a secure, 

locked, clean cabinet or refrigerator, as required.  Schools shall maintain epinephrine auto-injectors in a secure, unlocked, 

location, which is only accessible to school nurses, health care providers and authorized nonmedical personnel and not by 

students. 

 

All medication shall be entered on a medication inventory and routinely monitored for expiration and disposal. 

 

Access to medications shall be under the authority of the administrator of the school in conjunction with the school nurse 

assigned to that school.   

 

An appropriate supply of long-term and emergency prescribed medication may be maintained at the school in amounts 

not to exceed school dosages within each calendar month. 

 

School personnel shall dispose of unused or expired medicine unclaimed by the parent/guardian no later than 30 days 

after the parent/guardian medication authorization expires or on the last day of school whichever comes first. 

 

Medication disposal shall be done in a manner in which no other individual has access to any unused portion.  Two 

individuals will witness the disposal of the medication and the procedure must be documented on the appropriate form 

related to the specific student. 

 

Emergency Medication 

 

The West Virginia Board of Examiners for Registered Professional Nurses and WV Code allow for the delegation of 

certain prescribed emergency medication.  According to the BSHCP manual, there are emergency medications that can 

only be administered by licensed nurses such as intranasal midazolam, and naloxone.  The following emergency 

medications have been approved for school nurses to decide the ability to delegate, train and continuously supervise 

school personnel to administer when a diagnosis and order are in place and the school nurse or licensed practical nurse is 

not available to provide such care: 

 
1. Glucagon; 

 

2. Epinephrine; 

 

3. Rectal diazepam (i.e. Valium) can only be delegated to unlicensed school personnel if ordered by the 

student’s physician and the certified school nurse provides the final determination to allow delegation; 

 

4. Albuterol or other emergency asthma medication. 

 
 

Date Adopted:  3/10/75 

Date Amended:  10/23/95; 5/22/17 

Date Reviewed:  7/01/85; 5/13/13 

 
Back to Table of Contents 

The above Policy Statement is an integral part of the Official Policy Manual of this Board of Education as of the date shown adopted. 

 

Page 4 of 4 



 

 

File: JLCEB 

 

A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

CONCUSSIONS 

 
The Hancock County Board of Education per WV Code §18-2-25a agrees with the WVSSAC in the adoption of rules 

addressing concussions and head injuries in athletes who participate in interscholastic athletics at WVSSAC member 

middle and high schools. 

 

In Hancock County Schools it shall be the responsibility of all principals, coaches, athletic directors, event coordinators 

and athletic trainers to be knowledgeable of and to strictly abide by the guidelines established by the WVSSAC. The 

rules of the WVSSAC regarding concussions, §127-2-14, include: 

 

1. Member schools are to provide information in the format approved by the WVSSAC Board of Directors to 

appropriate school administrators, coaches, interscholastic athletes and their parents or guardians describing the 

nature and risk of concussion and head injury, including the risks of continuing to play or practice after a 

concussion or head injury. Annually, all interscholastic athletes and their parents are required to sign and return a 

statement that they have read the information provided to them prior to the interscholastic athlete beginning 

practice or competition for that scholastic year. 

2. Each head coach of member schools is required annually to complete a concussion and head injury recognition 

and return-to-play protocol course approved by the WVSSAC.  

3. An interscholastic athlete suspected of a concussion or head injury by a licensed health care professional or by 

the head coach or athletic trainer shall be removed from play or practice may not return-to-play or practice until 

the athlete is evaluated by a licensed health care professional trained in the evaluation and management of 

concussions and receives written clearance to return-to-play and practice from the licensed health care 

professional.  

4. Any of the following who have appropriate training in the evaluation and management of head injuries shall be 

considered as the licensed health care professional enumerated in this rule: Medical Doctor (MD) Doctor of 

Osteopathy (DO) Doctor of Chiropractic (DC) Advanced Registered Nurse Practitioner (ARNP) Physician 

Assistant Registered Certified Athletic Trainer (ATC/R).  

5. Member schools must submit the concussion report form to the WVSSAC within 30 days of an interscholastic 

athlete suffering or being suspected of suffering a concussion or head injury in a practice or game.  

 

Date Adopted:  6/12/17 

Date Amended: 

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

THE JOHN D. ROCKEFELLER IV CAREER CENTER 

SIMULATED WORKPLACE DRUG TESTING  
 
The Hancock County Board of Education has entered into an agreement with the West Virginia Department of Education 

for the purpose of creating Simulated Workplaces for students interested in Career-Technical Education. Simulated 

Workplace enhances instructional delivery and creates a more engaged career and technical student. Students are 

provided the opportunity to take ownership of their individual performance as it impacts the overall success of their 

education while participating in an authentic workplace culture. 

 

In order to provide a safe work environment and to promote and protect the health, safety, and wellbeing of students and 

staff, Hancock County Board of Education will enforce a drug-free workplace policy for all Simulated Workplace 

Courses per WV State Policy 2510, Assuring the Quality of Education: Regulations for Education Programs. 

 

The purpose of this policy is multifaceted. It is designed to: 

  

 Prepare students for the workforce 

 Protect students and workforce 

 Prevent student injuries 

 Promote communication between student and parent/guardian 

 Decrease instances of damaged property 

 Reduce insurance premiums 

 Maintain positive community image 

 

Procedures 

 
CONFIDENTIALITY SHALL BE MAINTAINED AT ALL TIMES 

 

Prior to Testing 

 

1. A consent form must be signed by every student agreeing to be randomly drug tested at The John D. Rockefeller 

IV, Career Center. If a student is 18 years of age and living with a parent/guardian, his/her form still must have 

both student and parent/guardian signatures. If the student is 18 years of age and has established a residences on 

his/her own, the student’s signature is all that is required. The consent form must be turned in by the deadline set 

forth by the JDRCC. 

 

2. If a student refuses to participate in the drug screening the day they are selected, the student will be dismissed 

from the simulated workplace program immediately and the parents/guardian will be notified by the Director of 

the JDRCC. 

 

3. If a student is absent the day they are randomly selected they will be tested at the next available test date. 

 

4. The trained nurse in charge of drug testing will gather all forms, urine testing cups, shipping containers, and 

labels to be used if a sample produces an irregular result. (All materials are obtained from Horizon Medical.) 

 

 A small table is to be placed in the bathroom; if the bathroom is for single use, the table will be 

placed outside the door. 

 Drug cups and forms are to be placed on the table. 
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 A sign must be placed on the bathroom door stating, Closed for Drug Screening. 

 An announcement that the bathroom will be closed during Drug Screening must be made. 

 At JDR4 the drug tests will be performed in the Practical Nursing area. 

 All cleaning supplies must be removed from the bathroom before testing begins. 

 
During Testing 

 
1. The only student allowed in the drug screening area is the one being tested. 

 

 The student is to complete the Student Result Form 

 Once in the testing area, the student shall not leave until all specimens are obtained by a trained nurse. 

 The student, the trained nurse, and the specimen MUST always remain together throughout the testing 

process. 

 If a student is unable to provide the urine specimen in the allotted time, he/she must stay at the Career 

Center until the urine specimen is obtained or the parents/guardians are notified by either the Director 

of CTE or the Vocational Coordinator of the student’s inability to urinate and travels to JDR4 to pick 

up the student. 

 If the student refuses to participate in the drug screening at this time, the Director of CTE or the 

Vocational Coordinator will be notified.  The administrator will notify the students’ parents. The 

student may be dismissed from JDR4’s Simulated Workplace program. 

 The student, the trained nurse, and the specimen MUST always remain together throughout the testing 

process. 

 

2. Testing by a Trained Nurse: 

 

 Locate the key stored in the top of the 10 cup specimen urine container and remove it prior to giving 

the cup to the student. Maintain possession of the key while the student provides the specimen. 

 Remove the label that covers the face to the result region on the test cup prior to beginning the test. 

Make sure there has been no activity on the test strip before starting. 

 Once the student provides the urine specimen, the key is placed back into the side of the test urine cup 

and pressed completely into the cup to activate the test. This action will release a pre measured 

amount of urine into the test chamber, starting the test. Within seconds a reddish wicking action of the 

urine through the test strip will appear; there will be two marks produced. C for Control line and T 

indicates the test line. 

 Read the test: 

 Immediately read the temperature of the urine specimen by locating a green dot on the black 

temperature strip of the cup. Normal temperature of urine should be 90-100 Fahrenheit. If the 

urine is outside that range the student would be instructed that another specimen would be 

needed at this time. The student would not be permitted to leave the testing area until a 

specimen is obtained or the parent is notified of student inability to urinate. 

 Negative Result: Any line appearing, regardless of the intensity of the color is considered 

negative or valid. 

 If no line appears in one or more of the designated drug control area, this indicates a problem 

with the test for that drug and further action is required.  

 To guarantee the validly of the test results, a control line should also appear. If any control 

line is missing, the test result is invalid and should be discarded. The test will be repeated 

with a new cup. 

3. Student: 

 Students will empty pockets, remove jacket and hats and place on table outside testing area.  

 Student will be shown in to bathroom after it is prepared as stated above. 
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 Student will not be permitted to take anything in hands, pockets, or other areas of body into prepared 

bathroom 

 Student will provide small urine sample in the 10 separate drugs cup provided. 

 The specimen cup with urine will be given to the trained nurse testing for 10 separate drugs in urine.  

 Student will not flush toilet. 

 The urine specimen pH/Specific Gravity/Oxidants (appears normal) and temperature will also be 

determined. 

 The student will remain with trained nurse until urine 10 separate drug cup is evaluated. 

 If there is a negative result, the trained nurse will discard urine specimen. The student will be retrieve 

their personal items and return to class after washing their hands and the trained nurse advises them to 

do so. 

 

4.  Irregular result of one or more drug controls in the urine 10 separate drug cup:  

 

 The student will be made aware of the irregularity of the test result and that the specimen will now be 

sent to an independent lab for further testing. 

 The Director of The Career Center and/or Coordinator of Vocational Services will be notified of 

student’s results requiring further testing.  

 The student’s remains with the trained nurse at all times during process of sealing/chain-of-custody 

paperwork is completed. 

 

 Trained nurse will complete the Clinical Reference Laboratory Forms provided by Horizon 

Medical including temperature of urine specimen.  

 The urine 10 separate specimen cup along with completed required paper work will be 

packaged and sealed according to the Clinical Reference Laboratory Form. (sealing strip, 

biohazard bag) placed in box that has been properly packed and sealed. FedEx will be 

notified of pick up from JDRCC. If FedEx unable to pick up urine specimen from JDRCC the 

day the test is completed, the specimen will be locked in the trained nurse’s office until 

pickup. The Chain-of-Command of urine 10 separate drug cup will be maintained at all 

times. 

 The specimen is shipped to an independent, designated SAMHSA certified laboratory for 

confirmation of GC/MS test.        

 

5. If a positive result is determined by the MRO- the MRO will attempt to call the student three times within the 

first 48 hours. If after 48-hours, the MRO is unsuccessful in reaching the student, the MRO reports a “non-

contact positive.” The Director of The John D. Rockefeller IV Career Center will receive a copy of the results. 

 

 The Director of The John D. Rockefeller IV, Career Center will determine what is, and is not, a 

criminal action and if the authorities will be notified. 

 If a student has a positive result but is determined not to be criminal, the student will be referred 

to their home school counselor, given local drug rehab information, and their parents will be 

notified by either the Director of the JDRCC or Coordinator of Vocational Services of student’s 

positive results. 

 The student may be fired from the JDRCC simulated workplace program they are enrolled in if 

determined by the Director of the JDRCC. 

 The student will be required to participate in subsequent drug screens and obtain a negative 

result. 

Date Adopted:  9/14/15 

Date Amended:  6/12/17 

Date Reviewed: 
Back to Table of Contents 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

GUIDANCE AND COUNSELING 

 
This policy sets forth requirements sets forth requirements for Pre-K-12 Comprehensive School Counseling Program 

(CSCP) in West Virginia schools. The policy outlines a comprehensive system to enhance academic and learning 

development, career development and life planning, personal and social development and builds global citizenship skills 

for all students.  It has legal basis in WV Constitution, Article XII, 2, and WV Code 18-2-5 and 18-5-18b and other 

relevant policies of the WV Board of Education. 

 

Purpose 
 

WVBE Policy 2315 defines the core components of the CSCP in West Virginia schools, establishes the West Virginia 

Student Success Standards (hereinafter WVSSS) and outlines both county board and school responsibilities for 

implementing the CSCP. 

 

Comprehensive School Counseling Program Description 
 

The CSCP is an integral part of the total school program and is aligned with the school’s mission. The CSCP is a 

proactive, systemic approach to assist students with the acquisition of attitudes, knowledge, skills and behaviors 

necessary to maximize student success and preparation for a variety of postsecondary options. The CSCP provides 

universal prevention for all students, targeted interventions for at-risk students and intensive interventions for the most at-

risk students. The CSCP is standards-based, designed to developmentally and sequentially address the WVSSS within 

each programmatic level. The CSCP utilizes school and community data to identify student needs in relation to the CSCP 

and to set annual priorities for the WVSSS. A certified school counselor, in collaboration with school and community 

stakeholders, will develop an Annual CSCP Plan in order to coordinate and implement a CSCP designed to address 

student needs.  The CSCP contains four distinct delivery systems. 

 

Delivery Components of Comprehensive School Counseling Programs 

 

1.    Personalized Student Planning – Personalized student planning includes providing opportunities for students to 

discover their interest in emerging careers.  Ongoing opportunities at all programmatic levels are provided during 

the school day for career exploration and self-discovery. Personalized planning allows student to develop 

academic skills, identify interests, maximize strengths, minimize weaknesses, set and reach personal/educational 

goals and realize their career aspirations. A Personalized Education Plan (hereinafter PEP) is developed 

collaboratively, involving students, parents/guardians and school staff. 

 

 During the 8th grade year, each student’s PEP is developed to identify course selections for the 9th and 10th 

grade based on each student’s identified career aspirations.  Prior to development of the PEP, the school shall 

provide ongoing opportunities during the school day for career exploration and self-discovery involving 

student needs assessments, career and interest inventories, learning style inventories, self-reflections and 

career inquiry. When finalizing the PEP, the counselor and/or student advisor will meet with the student and 

parents/guardians to secure signatures documenting involvement. The student and parents/guardians are 

provided a copy of the PEP. 

 

 During the 9th grade and each subsequent year each student reviews and updates his or her PEP in 

collaboration with the school counselor, teachers, advisors and parents/guardians. Review of the PEP will 

include academic offerings, career plans, review of various interests, learning styles, career and academic 

assessments (e.g., ACT EXPLORE, interests and learning styles inventories, aptitude tests, multiple 

intelligence inventories) to guide changes to course selections. 
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 During the 10th grade year the second phase of the PEP is developed.  Students identify course selections for 

grades 10-12 and postsecondary plans for the first year after high school.  To assist with development of the 

three-year PEP, the school will provide ongoing opportunities during the school day for career exploration and 

self-discovery involving completing student needs assessments, career and interest inventories, learning style 

inventories, self-reflections and multi-faceted opportunities for career inquiry. Each student’s individual 

assessments will be reviewed to ensure academic planning maximizes individual strengths and interests.  

Career exploration and planning and the development of the PEP is a shared responsibility between the school 

counselor, teachers, advisors and parents/guardians. 

 

 The PEP is reviewed annually in grades 9-12 with the student and his or her parents/guardians and is signed 

and dated during each annual review conference. Students may amend his or her PEP at the end of any 

semester as long as it does not interfere with the completion of graduation requirements based on availability 

of courses. 

 

2.    Integrated Delivery of WV Student Success Standards 
 

The WVSSS describe the attitudes, knowledge, skills and behaviors all students shall develop in relation to 

academic and learning development; career and life planning; personal and social development; and global 

citizenship. The WVSSS are critical to the holistic development of all students and require integration into all 

aspects of each student’s educational experience utilizing a variety of delivery modalities. The WVSSS are the 

foundational standards for each CSCP. The integrated delivery of these standards is coordinated by the school 

leadership team, the school counselor and teachers.  

  

3.    Responsive Services 
 

Events and situations in students’ lives and the school climate and culture often impede student success.  

Responsive services offer preventive activities and programs to address the identified needs of students in each 

school, as well as evidence-based interventions to address targeted student needs.  The services include working 

with at-risk students to provide the help and support needed to ensure grade level success.  Usually short-term in 

nature, responsive services include individual and small group counseling; academic and behavior intervention 

plans, crisis prevention and response; consultation with parents/guardians and other school staff; and referrals to 

school and community resources.  Some students may require an immediate and expert response to assist with an 

academic, emotional or behavioral crisis of a severe nature.  In cases where students require ongoing support or 

therapy, the counselor makes appropriate referrals and works with families to secure appropriate resources within 

the school or community. Schools identify who will coordinate and follow-up on each referral.  The school 

counselor collaborates with stakeholders to create a school-wide, prevention-based approach to individual and 

school crises and has a crisis plan in place to address the mental health component of common school-wide 

crises.  The school crisis team educates other stakeholders to assist with school-wide crisis preparedness, 

prevention, intervention and response, outlining responsibilities and best practices in the school crisis planning 

and response. 

 

4.    Student Supports  

 

The student support component of the CSCP consists of a systemic, coordinated approach of developing and 

implementing programs and activities within the school and community aimed at supporting the success of all 

students.  High quality education programs provide well-designed student support systems, ensuring that the 

learning environment is safe and supportive and that the academic, social and emotional, and career development 

needs of students are identified and addressed. The school counselor collaborates with stakeholders to ensure 

school-wide coordination of the CSCP and other student support programs. Schools design and identify programs 

and resources that address identified student needs and enhance the success of each child.  Additionally, students 

and families may seek support to address their unique academic, career and personal-social needs. 
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Counselor Qualifications, Use of Time and Program Monitoring 

 

1.   School counselor qualifications are defined in W. Va. 126CSR136, Policy 5202. 

2.   School counselors spend their time planning, designing, managing, facilitating and evaluating a comprehensive 

school counseling program that benefits all students in accordance with the WV School Counseling Model, 

WVBE Policy 5100 and W. VA. Code §18-5-18b. 

3.   The CSCP is monitored by the county board of education, and each school’s principal evaluates the school 

counselor in accordance with WVBE Policy 5310. 

 

Summary of West Virginia Student Success Standards 

 

The WVBE has the responsibility for establishing high quality standards pertaining to all education programs (W. Va. 

Code §18-9A-22).  The WVSSS and objectives outline the knowledge, skills and dispositions essential to support all 

students being college- and career-ready through an integrated, embedded process involving all school staff at each 

programmatic level.  The section includes the overarching standards, competencies and learning outcomes of the 

WVSSS.  Specific developmental objectives are provided in three programmatic levels:  Early Learning Programming, 

Middle Level Programming, and Adolescent Level Programming. 

 

Glossary 

 

1.  Annual CSCP Plan – Each school annually develops a CSCP plan to outline priority goals and strategies to attain 

goals.  The counselor(s), school leadership and school counseling advisory council members review relevant data 

to guide development of the annual plan.  This data will include results of the CSCP Audit, the school counselor 

self-reflection completed by the counselor as part of the performance evaluation, student and staff needs 

assessments,  other school data (various student assessments, attendance, discipline, dropout rates, etc.) and 

community data (disasters, crime, poverty, domestic violence rates, etc.).  The annual plan addresses the five 

school counselor performance standards: Program Planning, Design and Management; Program Delivery; Data 

Driven Accountability and Program Evaluation; Leadership and Advocacy and Professional Growth and 

Responsibilities. The CSCP Plan identifies priority student WVSSS objectives to be addressed in each of the four 

program delivery systems described in Section 5. 

 

2.  Collaboration – Collaboration is a partnership in which two or more individuals or organizations actively work 

together on a project or problem.  School counselors collaborate with various educational stakeholders to develop 

and deliver the CSCP to support the success of all students. 

 

3.  Confidentiality – Each student and family has the right to privacy and the expectation that the school 

counselor/student relationship complies with all laws, policies and ethical standards pertaining to confidentiality 

in the school setting.  The counselor has a duty to ensure that personal information shared by the student and/or 

parents/guardians with the counselor remains confidential unless the information pertains to harm to self or others.  

School counselors are required to adhere to FERPA guidelines and the ASCA Code of Ethics to protect 

confidential student information.  

 

4. Consultation – Consultation refers to a process in which parents or guardians, teachers, other educators and 

community agencies receive information regarding strategies and resources to help students and families.  

Counselors exchange strategies, information and resources with stakeholders to meet individual student needs.  

During the consultation process, school counselors serve as advocates for students to promote well-being and 

success in school. 

 

5.    Crisis Response – Crisis response provides prevention, intervention and follow-up to individual and school-wide 

crises that impact students, staff, or families.  Crisis response is normally temporary in nature and includes a 

variety of research-based interventions to support individuals or group needs.  School counselors should adhere  
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to W. Va. Code §18-9F-1 in relation to the school crisis plan. Long term reactions to a crisis may result in a 

referral to appropriate community or school-based resources and follow-up interventions. 

 

6.    Early Identification – A systemic, structured process in which schools use various data points to identify at-risk 

students early in order to refer for screening or support services. 

 

7.    Equity and Access – A process to ensure that all students have equal access to relevant programs, courses, 

resources and activities regardless of ethnicity, social class, family background, ability, sexual orientation or 

gender. 

 

8.    Ethical Standards – School counselors are bound to behave ethically, exhibiting the highest standards of 

practice.  WV school counselors must align their practices with the American School Counselor Association 

ethical standards. 

 

9.    Family Education Rights and Privacy Act (FERPA) – FERPA provides legal guidance for disclosure of 

personally identifiable student information, including education records.  Individuals, including school officials, 

without a “legitimate educational interest” may not access student records without parental consent.  School 

Counselors shall be knowledgeable of and follow federal guidelines of the Family Policy Compliance Office in 

the U.S. Department of Education 20 U.S.C. §1232g; 34 CRF Part 99. 

 

10. Global Citizenship – Global citizenship is a voluntary association with the global community that identifies with 

the universalities of the human experience.  It promotes intercultural competency, principled decision-making 

and responsible participation in various types of communities.  Global citizens act in the spirit of understanding 

that all individuals and groups have equal rights to freedom, privileges, respect and resources without regard to 

such distinctions as race, color, sex, language, religion, political or other opinion, national or social origin, 

property, birth, sexual orientation or other status.  The global citizen standard in this policy describes attitudes; 

knowledge, skills and behaviors students need to succeed in a global society.   

 

11. Group Counseling – Counseling is provided for small groups of students experiencing similar difficulties that 

impede school success and may include relationships or other personal concerns, behavioral issues, school 

adjustment issues, attendance problems, academic concerns, or developmental issues.  Small-group counseling is 

skills-based, aimed at helping students with similar concerns develop strategies that improve personal and school 

success.  Small group counseling normally occurs during non-instructional time or is staggered between class 

periods, minimizing absences during instruction while building coping and school success skills.  Group 

counseling in schools is short term in nature and normally occurs for 30-50 minutes once a week for 4-7 weeks.  

Students needing more intensive therapeutic counseling should be referred to school and/or community mental 

health professionals. 

 

12. Individual Counseling – Individual counseling refers to a helping process implemented by a professional with a 

certification in counseling who uses a variety of evidence-based techniques and strategies to help individual 

students explore academic, career and personal/social issues impeding healthy development or academic 

progress.  Individual counseling aims to assist students with addressing barriers and improving school success, 

home and community living.  Individual counseling in the school setting is short term in nature.  Students 

requiring more frequent or intensive counseling should be referred to appropriate mental health professionals. 

 

13. Informed Consent – Informed consent involves seeking written permission from parents of minors for services 

typically not provided by certified school staff and is required when students receive services from non-school 

employees.  Students under the age of consent may assent to school counseling services without parent 

permission because the comprehensive school counseling program is a required school component as per WVBE 

Policy 2510.  Therefore, school counselors are not required to seek parental permission for students to benefit 

from any component of the school counseling program as defined in this policy.  As best practice, counselors  
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may inform parents if students will be missing significant, ongoing instructional time for such activities as group 

counseling, educational programs outside the school, or peer helping training programs. 

 

14. Postsecondary – Postsecondary includes options available to students after high school (e.g., two and four-year 

colleges, certificate programs, employment, on-the-job training, apprenticeship programs and the military). 

 

15. Stakeholders – Any person who assists with or benefits from the school counseling program and may include 

students, school staff and leadership, parents, community members, higher education and workforce leaders. 

 

16. Certified School Counselor – WV school counselors hold a master’s degree in school counseling from an 

accredited university and certification in school counseling from the WVDE as per WVBE Policy 5202. 

 

17. West Virginia School Counselor Performance Standards – The West Virginia School Counselor Performance 

Standards describe the essential skills, knowledge, dispositions and behaviors all West Virginia school 

counselors must possess.  These performance standards describe evidence-based best practices and guide school 

counselors to improve program effectiveness, student success and career readiness.  The standards include 

performance level rubrics that guide school counselors in becoming accomplished in all the major facets of 

effective school counseling practice. 

 

West Virginia Student Success Standards 

 

Explanation of Terms 

 

1. Standards are broad statements that define the knowledge, skills and dispositions that all students must 

demonstrate in a content area in each programmatic level in grades PK-12. 

2. Competencies define the expectations students must demonstrate to be college- and career-ready. 

3. Learning Outcomes describe specific groups of objectives that connect to achieve a specific outcome. 

4. Objectives are incremental steps toward accomplishment of content standards.  Objectives are listed by grade 

level and are organized around learning outcomes and standards.  Objectives build across grade levels as students 

advance developmentally and in their knowledge and skills. 

 

Numbering of Objectives 

 

The numbering of objectives is composed of five parts, each part separated by a period: 

 the programmatic level (ELR – Early Learning Readiness; ELP – Early Learning Primary; ELI – Early Learning 

Intermediate; MLP – Middle Level Programming; ALP – Adolescent Level Programming )  

 the content area code (SS – Student Success) 

 the standard,  

 the competency, and 

 the learning outcome. 

 

Illustration: ALP.SS.1.2.2 refers the Adolescent Level Programming, Student Success Standards for Academic and 

Learning Development, Postsecondary Preparation, Prepare for Postsecondary Success. 

 

The following standards, competencies and learning outcomes are common across all programmatic grade levels. 

 

Standard 1: Academic and Learning Development – Students will acquire attitudes, knowledge, skills and 

behaviors to experience academic success, maximize learning through commitment, produce high quality work 

and be prepared for a full range of career options and opportunities after high school. 

 

Competency 1.1. Self-Directed Learning:  Students will acquire attitudes, knowledge and skills that contribute  
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     to self-directed learning and success in school and across the lifespan. 

Learning Outcomes:       Develop Academic Motivation, Develop Learning Skills, Achieve School Success 

Competency 1.2. Postsecondary Preparation:  Students will complete school with the academic preparation to 

achieve success in an array of postsecondary options including two- and four-year colleges, 

certificate programs, employment, on-the-job training, apprenticeship programs and the 

military. 

Learning Outcomes:       Prepare for Postsecondary Success, Plan to Achieve Goals 

 

Standard 2: Career Development and Life Planning – Students will acquire attitudes, skills, knowledge and 

behaviors to make informed career and life decisions. 

 

Competency 2.1. Career Exploration and Planning:  Students will make informed career decisions using 

knowledge of self and the world of work. 

Learning Outcomes:       Develop Career Awareness, Develop Career/Life Plan, Achieve Career and Life Success 

 

Standard 3: Personal and Social Development – Students will acquire attitudes, knowledge, skills and behaviors 

that support school success and prepare them for adulthood. 

 

Competency 3.1. Respect for Self and Others:  Students will acquire the attitudes, knowledge, skills and 

behaviors to understand and respect self and others, maintaining positive relationships. 

Learning Outcomes:       Understand Self and Others, Maintain Positive Relationships, Exhibit Respectful Behavior 

Competency 3.2. Goal Setting and Attainment:  Students will make decisions, set goals and take necessary 

actions to attain goals. 

Learning Outcomes:       Decision Making and Personal Responsibility 

Competency 3.3. Self-Directed Learning:  Students will acquire attitudes, knowledge, skills and behaviors to 

ensure the emotional and physical safety of self and others and develop basic survival skills. 

Learning Outcomes:       Protect Emotional Safety, Protect Physical Safety and Plan for Survival 

 

Standard 4: Global Citizenship – Students will acquire knowledge, skills, attitudes and behaviors regarding the 

social/cultural, economic and environmental issues associated with being a globally responsible and successful 

citizen. 

 

Competency 4.1. Intercultural Perspectives:  Students will acquire knowledge, skills, attitudes and behaviors 

of an intercultural perspective that contributes to civil and considerate living in a modern 

society and global community. 

Learning Outcomes:     Acquire a Diverse and Knowledgeable World View, Interact Respectfully With Diverse 

Cultures 

Competency 4.2. Democratic Principles: Students will acquire knowledge, skills, attitudes and behaviors to 

contribute to a just, peaceful and sustainable global democracy. 

Learning Outcomes:       Promote Social Justice, Assume Responsible Leadership, Practice Financial Responsibility 

 

Student success standards for Early Learning Programming (Pre-K-Fifth Grade) focus on students’ social and 

emotional development to lay the foundation for all learning.  Progressive physical, cognitive and academic development 

depends on a student’s ability to intentionally engage in learning activities through a variety of modalities.  Essential to 

this process is the student’s ability to self-regulate and persist in activities when challenged with new experiences.  

Active learning is achieved through a student’s ability to solve problems within the context of positive relationships, 

communicate their needs effectively and evaluate themselves.  Effective teaching strategies help students develop strong 

self-regulation, which in turn prepares students to succeed in school. 

 

The WVSSS for Middle Level Programming (6-8) focus on academic, career, social and emotional development.  

Students need support in developing the knowledge, skills and dispositions to navigate a socially complex environment  
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and the creation of a vision for their future.  The WVSSS support students to achieve school success, establish the 

foundation for high school and become globally competent citizens.  The standards will be delivered within the 

programmatic level in a sequence designed by the school leadership team. 

 

The WVSSS for Adolescent Level Programming (Grades 9-12) focus on academic, career, social and emotional 

development and global citizenship.  Acquisition of the knowledge, skills and dispositions described in WVSSS helps 

students achieve school success and prepare to successfully transition to their postsecondary choice; whether it is direct 

placement in entry-level jobs, credit-bearing academic college courses, industry-recognized certificate or license 

programs or workforce training programs.  These standards will be delivered within the programmatic level in a sequence 

designed by the school leadership team. 

 

Date Adopted:  10/13/14 

Date Amended:  6/12/17 

Date Reviewed:   
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

STUDENT SAFETY  
 

The Hancock County Board of Education, in compliance with the WV Safe School Act, promotes all efforts to build a 

safe and productive school environment knowing that student safety requires the cooperation of all parties. It takes a 

multifaceted approach to assure members of our school community that safety carries a high priority in all education 

endeavors. 

 

Regular, periodic inspections of school grounds, facilities, and equipment shall be conducted to assure the highest 

possible level of safety at each school site.  Defective equipment shall be withdrawn from use immediately and school 

property or neighboring property having potentially hazardous conditions shall be declared “off limits” to students until 

the conditions have been corrected.  Fire and other safety regulations shall be followed and the appropriate records and 

reports related to those regulations shall be maintained. Principals shall report maintenance and repair needs to the 

appropriate Central Office administrator in a timely fashion. 

 

School rules shall conform to WV State Board Policy 4373, Expected Behavior in Safe and Supportive Schools, as a 

means of providing a teaching and learning environment that is free of harassment, bullying and violence.      

 

The WV Safe School Act requires Boards of Education to provide security for all school facilities and their occupants.  

Therefore, all principals are directed to carefully follow all regulations regarding the monitoring of visitors to the school, 

the security of entrances and exits, and to establish a procedure for responding to emergency situations that may arise at 

the school site. (WVC §18A-5-1 & §18A-5-8)          

 

Date Adopted:  5/22/17 

Date Amended:  

Date Reviewed: 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

STUDENT SAFETY PROCEDURES FOR CTE AND LABORATORY CLASSES 
 

Recognizing the importance of student safety the Hancock County Board of Education has adopted the West Virginia 

State Board of Education Policy 4310, Eye, Face, or Body Shield Safety Devices.  

 

Appropriate industrial quality eye, face, or body shield safety devices shall be provided by the County and worn at all 

times by students, teachers, or other persons upon entering a laboratory or shop for the purpose of participating or 

observing instructional activities that expose them to, but not limited to, the following:    

1. Hot molten metals or other molten materials; 

2. Powdered milling, sawing, turning, shaping, cutting, sanding, grinding, or stamping of any solid materials;  

3. Heat treatment, tempering or kiln firing of any metal or other materials;  

4. Gas or electric arc welding or other forms of welding processes and injurious radiations or other hazards not 

enumerated; and  

5. Caustic or explosive material, and hot liquids or solids.  

 

No student should be permitted to operate or be in the proximity of any moving or rotating equipment in any class while 

wearing a necktie, or while having any dangling clothing, drawstrings, or loose flapping shirttails, etc. Loose flowing 

long hair beyond shirt collar length shall be secured (e.g., hair net, tied back) to prevent entanglement in and around 

rotating or otherwise moving laboratory or classroom equipment. Jewelry to be considered as unsafe includes dangling 

necklaces of any type or material, rings, bracelets, watches, and earrings (especially wire post and loop types worn in 

pierced ear lobes) that may become entangled in equipment or represent the possibility of a piercing or tearing type 

injury. 

 

Students working in areas where toxic fumes are present must wear a respirator (e.g., auto collision during the painting of 

a vehicle.) 

 

Appropriate safety shield devices, where applicable, must be in place on all machinery, and a student will not be 

permitted to operate machinery without such protective devices. 

 

All personal protective equipment and devices shall meet or exceed the minimum requirements under Section 6 of the 

Occupational Safety and Health Act of 1970 (OSHA) and specifically Subpart 1 of 29 CFR 1990 and the appropriate 

standards published by the American National Standards Institute and National Fire Prevention Association.  

 
 Link to SBP 4310-Policy Regarding Eye, Face or Body Shield Safety Devices 

 
Date Adopted:  1/13/75 

Date Amended:  7/01/85; 11/28/94; 6/12/17 

Date Reviewed:   
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

STUDENT VOLUNTEERS FOR SCHOOL AND COMMUNITY SERVICE 

 
Veteran’s Honors Funeral Assistant Community Service Program  

 
The Veteran’s Honors Funeral Assistant Community Service Program, per WV State Code §18-2E-8e, was created to 

facilitate collaboration between the families of deceased armed forces veterans and state and national organizations to 

find a bugler to sound final Taps at military honors funerals. Capable young people are encouraged to assist with the 

sounding of Taps at military funerals honoring our veterans. The Hancock County Board of Education recognizes that 

young people assisting in the ceremonies will help them to develop a better understanding of the sacrifices, a respect for 

the commitment, and an appreciation of the privileges that the men and women of the armed services have protected 

through their service. Students that are capable of playing Taps on a standard or valved bugle, trumpet, cornet or 

flugelhorn, and are in grades six (6) through (12) are encouraged to assist with the sounding of Taps at military funerals 

of deceased veterans.  

 

Program information will be distributed by band directors and/or music teachers to students concerning the Veterans’ 

Honor Funeral Assistant Community Service. Band directors and/or music teachers will obtain the consent of 

parents/guardians for student participation and will create a student registry. The registry shall include the student’s full 

name and phone number, school name and phone number, band director and/or music teacher’s name, and name of school 

principal. The registry will be kept on file at the participating school and at the office of the Director of Student Services. 

The band director and/or music teacher will provide participating students with the appropriate musical training, 

information on the historical significance, and protocol necessary to ensure the integrity of the sounding of Taps. Funeral 

homes and established veterans’ organizations may obtain registry information by contacting the school, as needed. 

 

The sounding of Taps for veterans’ funerals is not a school-sponsored event, therefore, parent/guardian of the student 

must be responsible for all liability and expenses incurred. Absences incurred through participation in the sounding of 

Taps shall be considered excused absences. Parent/guardian must obtain permission from the school for his/her child to 

participate prior to participating in the funeral service. Students may not participate in more than three occurrences per 

year, unless special permission is granted through the school. Students wishing to receive community service or work-

based learning credit must verify credit with school’s guidance department. Student participation is strictly voluntary. 

 

Date Adopted:  3/27/06 

Date Amended:  6/12/17 

Date Reviewed:   
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

NONCUSTODIAL PARENTS 

 
When parents of a student are estranged, separated, or divorced, building personnel will uphold the parent's rights. Both 

parents, custodial and noncustodial, have the right to: 

 

a. View the child's school records;  

b. Receive school progress reports;  

c. Visit the child briefly at school;  

d. Participate in parent/teacher conferences. 

 

The only exception to a through d is when a court order (provided by the custodial parent) restricts any of the above-

listed rights for the non-custodial parent. 

 

Custodial Parent - The parent with whom the student resides is known as the custodial parent unless a legal document or 

signed parental agreement indicates otherwise. Verification may be required from the custodial parent. 

 

Release of Student to Parent - While both parents can visit the student at school, only the custodial parent has the right to 

remove the child from school property. Only a verified note from the custodial parent will be cause for exception to this 

provision. If school personnel anticipate a possible student abduction by the non-custodial parent or any other person, law 

enforcement personnel are to be notified immediately. 

 

Parent Responsibilities 

 

The custodial parent has the responsibility to: 

 

1. Keep the school office informed as to the address of residence and how he/she may be contacted at all times. 

 

2. Provide a copy of any legal document which restricts the rights of the non-custodial parent. 

 

The non-custodial parent is to inform the school office of phone number and/or address where he/she may be contacted 

regarding student progress/problems. 

 

 

Date Adopted:  9/26/94 

Date Amended:  

Date Reviewed:  6/12/17 
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A POLICY STATEMENT 

OF 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

          

PUBLIC GIFTS/DONATIONS TO SCHOOLS 

 
The Hancock County Board of Education sincerely appreciates the intent of donors offering gifts and/or donations to the 

school system. However, per WV State Codes §18-5-5 and §61-10-15, and the Ethics Act, the Board reserves the right to 

accept or reject all gifts offered to the Hancock County Schools.  Any gifts accepted by the Board shall not create an 

obligation of any kind on the Hancock County School system.  Pursuant to State statute, the Board, according to law and 

the intent of the instrument conferring title, shall receive, hold, and dispose of any gift, grant or bequest.  

 

Date Adopted:  6/12/17 

Date Amended: 

Date Reviewed: 

 
Back to Table of Contents 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
The above Policy Statement is an integral part of the Official Policy Manual of this Board of Education as of the date shown. 



 

 

File: KDA 

 

A POLICY STATEMENT 

OF 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

PUBLIC INFORMATION 

 
In order to comply with State Law 29B-1-4, the public, upon request to the Hancock County Board of Education Office, 

will be permitted to have free access to review public records of the Board of Education, i.e., minutes, budget, insurance 

policies, health care plans, handbooks, manuals, etc. These will be available for review during office hours upon 

appointment. 

 

Public access to personnel records can only be permitted upon written release from the employee involved. (Release 

forms available at the County Office.) Personnel records of an individual are available for review by that individual at 

his/her request at the personnel office where they are maintained. 

 
Date Adopted:  7/01/85 

Date Amended:  6/26/17 

Date Reviewed:  7/11/11 
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  A POLICY STATEMENT 

OF 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

          

PUBLIC’S RIGHT TO KNOW/ FREEDOM OF INFORMATION 

 
Hancock County School System shall comply with WVC §29B-1-1 to §29B-1-6 which addresses Freedom of Information 

and specifically the right of inspection of public records. 

 

Regulations with reference to §29B-1-3 (Inspection and Copying) and §29B-1-4 (Exemptions) provide that local 

governmental agencies specify reasonable rules and regulations for the disclosure of public records.  In the case of the 

Hancock County Board of Education, certain rules have been determined to be appropriate for the efficient operation of 

the county schools. 

 

Inspection and Copying 

1. Persons(s) who want to inspect and/or examine Board of Education records must make such a request at the 

Superintendent's Office. 

2. The requesting persons(s) shall state "with reasonable specificity" the information sought. 

3. The Superintendent will approve or disapprove the request within five (5) working days. 

4. For all approved requests, the Superintendent will specify the date and time for inspection of records or for 

the records to be retrieved. 

5. If the request is denied, the Superintendent will write the reasons for such denial. 

6. If reproductions are requested, the cost per copy shall be sufficient to cover the cost of duplicating the 

records requested including the personnel cost involved in making the copies.  If the records requested exist 

in magnetic, electronic or computer form, the Superintendent shall provide copies of the records in these 

formats if requested.   

 

Exemptions 

 

The following categories of information are specifically exempt from disclosure under provisions of this policy: 

1. Information of a personal nature such as that kept in a personnel, medical or similar file, if the public 

disclosure thereof would constitute an unreasonable invasion of privacy, unless the public interest by clear 

and convincing evidence requires disclosure in the particular instance: Provided, that nothing in this article 

shall be construed as precluding an individual from inspecting or copying his/her own personnel, medical or 

similar file; 

2. Test questions, scoring keys and other examination data used to administer a licensing examination, 

examination for employment or academic examination;  

3. Information specifically exempted from disclosure by statute;  

4. Information that may be related to the prevention of terrorist acts and other school security issues; and/or 

5. Internal memoranda or letters received or prepared by any public body.  

 

Protection of Personnel Files 

1. Personnel files are confidential information and can only be inspected by the individual whose file is 

requested and/or the custodian of the records, the County Superintendent of Schools, or designee. 
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2. Personnel records are maintained in the Office of the Superintendent of Schools in locked, fireproof files. 

    

3. Personnel records contain the following credentials: 

 Professional teaching certificates 

 Summary of years of service 

 Renewal agreements 

 Certificate renewals 

 Contracts 

 Employee evaluation 

 Transcripts 

 Correspondence 

 

 

Grievance Reports and Records 

 

Grievance reports and records pertaining to the Hancock County Grievance Policy are maintained in the office of the 

Superintendent of Schools. These records are confidential and exempt from public disclosure. 

 

Any person denied the right to inspect the public records of the Board of Education may institute proceedings for 

injunctive or declaratory relief in the Hancock County Circuit Court.  

 

Date Adopted:  6/26/17 

Date Amended: 

Date Reviewed: 
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A POLICY STATEMENT 

OF 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

          

PUBLIC CONCERNS AND COMPLAINTS 
 

The purpose of this conflicts resolution process is to provide a way for citizens to work with county school district 

administrative officials in seeking solutions to problems when there is a failure to provide a high quality education that 

resources permit the school district to provide or for violation of any other legal duty.  Both the schools and the citizenry 

of the community are better served when a sincere effort is made to find constructive solutions to problems that arise.  It 

is the intent of this process to provide a simple, straightforward, and easily understood method for resolving problems at 

the lowest possible administrative level, as fairly and as quickly as possible.  The procedures set forth herein are not 

deemed to be a pre-condition to seeking relief in some other forum. 

 

Definitions 

 

Days.  -  Days shall mean the days the business office of the county board of education is open.  Such offices are 

generally closed on Saturdays, Sundays, and official holidays.  Claims appropriately brought to the school principal at 

Level 1 must be made at least ten days before the end of the school year.  If this deadline cannot be met, a claim may be 

brought at the beginning of next school year.  

 

Dispute Resolution Process.  -  The dispute resolution process is the method by which one or more citizens presents a 

claim of a violation of state law or the policies, rules and regulations of the West Virginia Board of Education 

(“WVBE”).  The written claim must identify the specific state law or WVBE policy, rule or regulation which is alleged to 

be violated, and shall include as much information as possible to describe the violation.  Copies of the policies, rules and 

regulations of the WVBE are to be available for public review at each county board of education office or at a link to 

http://wvde.state.wv.us/policies/ on the county board of education website. 

 

The dispute resolution process shall not apply to any situation where the school district is without authority to act, or 

where a remedy is specifically established by law, such as for the placement of exceptional children.  Neither shall the 

term apply when a citizen has a personal complaint about a school employee.  Each county board of education shall 

establish its own specific procedures to handle complaints about school employees and for other citizen complaints not 

governed by this policy. 

 

Procedure 

  

Distribution of Conflict Resolution Process.  -  Copies of this policy will be readily accessible to citizens at the office of 

the State Superintendent of Schools (“State Superintendent”), the West Virginia Department of Education website, the 

office of each county board of education, the website for each county board of education and at each public school.   

 

Each county shall notify parents annually of this policy and its contents.  Notification may be accomplished by use of a 

student handbook, inclusion on the county website or other reasonable means. 

 

Claim Forms.  -  The State Superintendent shall prepare and make available appropriate forms for each claim level.  Such 

forms shall be available on the West Virginia Department of Education website, at the office of the State Superintendent, 

at the office of each county board of education, and at each public school. 

 

Filing of Claims.  -  The citizen claimant making the written claim shall provide as much information as possible when 

the claim is filed; however, additional supportive information may be presented at any level.   

 

Time Limits.  -  Since it is important that a claim be processed as rapidly as possible, the number of days indicated at 
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each level should be considered the maximum.  A time limit may, however, be extended by mutual agreement or by the 

unavailability of the citizen claimant. 

 

Privacy of Conferences and Hearings.  -  All conferences and hearings held during the conflict resolution process shall be 

conducted in private.  

 

Representation.  -  The citizen claimant may have the assistance of a representative at any level. 

 

Written Decisions.  -  All decisions rendered shall be in writing, setting forth the decision and the reasons therefor.  The 

decision shall be transmitted promptly to all parties.  

 

Processing of Claims 

 

Level 1.  -  A written claim shall be filed with the principal by the citizen or by a group of citizens.  The claim shall be on 

the prescribed form and be signed by all persons making the claim.  The principal or his/her designee (“Level 1 

administrator”) shall meet with the citizen claimant for an informal conference within ten (10) days of receipt of the 

claim.  A written decision by the Level 1 administrator shall be made within fifteen (15) days after the informal 

conference.  A copy of the Level 2 claim form shall be included with the decision.  

 

Level 2.  -  Within fifteen (15) days after receiving the decision of the Level 1 administrator, an aggrieved citizen 

claimant may request in writing a conference or a hearing with the county superintendent on the prescribed form.  The 

county superintendent or his/her designee (“Level 2 administrator”) shall, within fifteen (15) days, conduct a conference 

or a hearing with the citizen claimant in an attempt to resolve the claim.  In the event that the citizen claimant requests a 

hearing, he/she may present witnesses to testify under oath, and the Level 2 administrator may also take testimony from 

staff members deemed necessary to render a decision.  Hearings shall be recorded.  The Level 2 administrator shall issue 

a written decision within fifteen (15) days following a conference and twenty-five (25) days following a hearing.  A copy 

of the Level 3 claim form shall be included with the decision. 

 

Level 3.  -  If the citizen claimant is not satisfied with the decision of the Level 2 administrator, he or she may request in 

writing on the prescribed form a review by the State Superintendent within thirty (30) days of receipt of the decision. A 

copy of the Level 1 and 2 decisions and any supporting documents shall accompany the request for a review.  In the event 

a Level 2 hearing was conducted, the Level 2 administrator shall forward a transcript of the hearing to the State 

Superintendent. 

 

The State Superintendent or designee (“Level 3 administrator”) shall conduct a review of the claim, which will, at a 

minimum, consist of reviewing the record from Levels 1 and 2.  He/she may also conduct an additional inquiry if 

necessary for resolution of the claim by contacting the citizen claimant, the county superintendent or any other individual 

who may be of assistance and by requesting additional documents from any source. 

 

Upon completion of the review, the Level 3 administrator shall render a written decision within thirty (30) days. The 

decision shall set out any information that the Level 3 administrator obtained during his/her additional inquiry and relied 

upon in making the decision.  The decision by the Level 3 administrator shall be final. 

 

Severability 

 

If any provision of this rule or the application thereof to any person or circumstance is held invalid, such invalidity shall 

not affect other provisions or applications of this rule.  

 

Date Adopted:  9/22/14 

Date Amended: 

Date Reviewed:              6/12/17 
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A POLICY STATEMENT 

OF 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

          

PUBLIC CONCERNS AND COMPLAINTS ABOUT PERSONNEL 

 
When a parent, or other citizen, has a complaint about a school employee, the following procedure will be followed: 

 

Discuss the situation with the immediate supervisor of the employee or the supervisor in which area the complaint is in 

reference to. 

 

The supervisor may listen, make a decision, schedule a meeting between the parties they consider necessary, and inform 

the complainant of his/her decision. 

 

If the individual is not satisfied, he/she will go to the next supervisor in line to ask that an investigation into the complaint 

be made. 

 

The individual may appeal to the Superintendent of Schools if the Superintendent is not involved in Step 3. 

 

The appeal may be made with the Board of Education. 

 

Date Adopted:  7/01/85 

Date Amended:  12/5/08 

Date Reviewed:  6/12/17 
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A POLICY STATEMENT 

OF 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

          

COMMUNITY USE OF SCHOOL FACILITIES 
 

The primary purpose of the public school facilities is to provide a sound educational program for the students of Hancock 

County.  Use of school facilities will be considered in conformity with West Virginia Code and WV Case-law which 

specifically prohibits the private use of school facilities for personal gain. 

 

1. The use of school buildings, grounds, equipment and facilities shall be authorized by both the school principal 

and the Director of Facilities. 

 

2. Use of school facilities shall be scheduled at the office of the school principal; the request form will then be 

forwarded to the Director of Facilities for authorization. 

 

3. The facility request form must be completed and submitted thirty (30) days prior to the activity occurring.  

Accompanying the facility request must be proof of insurance in the amount of not less than one million dollars 

listing the insured as Hancock County Board of Education. 

 

4. School facilities may not be used for commercial use; and they may not be used by individuals or organizations 

for any type of profit- making ventures or opportunities (Evans vs. Hutchinson, 158 W. Va. 359, WV Code §18-

5-13 and §18-5-19)). 

 

5. The Board of Education will cooperate with recognized agencies, such as the Red Cross and Civil Defense, 

without charge, during community emergency or in preparation for Civil Defense measures. In addition, 

charitable organizations such as United Way, American Cancer Society, AHA, etc. will be permitted to use 

school facilities without charge but must provide proof of insurance in the amount of not less than one million 

dollars and include Hancock County Board of Education insured.  

 

6. Hancock County-based schools, other than Hancock County Public Schools, using facilities for school-sanctioned 

contests will be permitted to use school facilities without charge but are responsible for providing proof of 

insurance in the amount of not less than one million dollars that lists Hancock County Board of Education as the 

insured.  

 

7. Hancock County Public School events will supersede all other activities. 

 

8. The right to cancel any permission already granted is reserved by the school principal and the Director of 

Facilities. 

 

9. The School Principal and the Director of Facilities reserve the right to limit use of areas and equipment during 

the scheduled event. Modifications to any facility, part, or equipment are not permitted. Examples include, 

personal locks, additional hasps, etc.  

 

10. The individuals, groups or organizations using the facilities shall be responsible for any damage to the building or 

equipment. 

 

11. Only approved authorized personnel that have received proper training will be permitted to operate Hancock 

County Schools’ equipment.  This includes but is not limited to sound systems, score boards, bleachers, 

concession stand, power equipment, public address systems, lighting, etc. 
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12. Individuals, groups and organizations using Hancock County School facilities are responsible for the observance 

of fire and safety regulations of Hancock County and the State of West Virginia at all times. 

 

13. The use of tobacco, alcoholic beverages, profane language, or gambling in any form is not permitted in school 

buildings or on school property. 

 

14. Tennis shoes, without cleats, are the only type of shoes that can be worn on the track or the gym floors. 

 

 

Fees are established as follows: 

 

High School Multi Sports Stadium……………………………..  $500.00 per usage 

Baseball/softball facility………………………………………..  $300.00 per usage 

High School/Middle School/Elementary School Gym................  $300.00 per usage  

Oak Glen/Weir High/Weir Middle Theater……….....................  $300.00 per usage  

Multi-Purpose Room.... ...............................................................  $250.00 per usage 

Wrestling Rooms……………………………………………….  $200.00 per usage 

Classroom/Library/Media Room……………………………….  $100.00 per usage 

 

Charges for any other requests will be determined by the school principal and the Director of Facilities 

 

A check to cover fees, made payable to the Hancock County Board of Education, must be received prior to the 

scheduled event. Assessed fees will be used by Board of Education for custodial, maintenance, replacement and utility 

costs. 

 

 

Events permitted to be held at each location will be limited to the following: 

 

High School Multi Sports Stadium: football, soccer, track, school events, and events approved by the principal and the 

Director of Facilities 

Baseball/softball facility: Baseball, softball, school events, and events approved by the principal and the Director of 

Facilities 

High School/Middle School Gym: running, school sponsored events, physical education classes, team sports, individual 

sports, and events approved by the principal and the Director of Facilities.  

High School/Middle School Theater: all school events and events approved by the principal and the Director of Facilities.  

Multi-Purpose room: All school events and all events approved by the principal and the Director of Facilities. 

Classroom/Library: all school events and all events approved by the principal and the Director of Facilities.  

 

 

Date Adopted:   12/8/74 

Date Amended:  6/16/80; 9/13/82; 7/1/85; 4/11/89; 4/26/93; 10/22/01; 6/19/12; 11/28/16 
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A POLICY STATEMENT OF 

 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

 

PUBLIC SOLICITATION IN SCHOOLS  
          

The Hancock County School System shall strive to safeguard both students and parents/guardians from the fundraising 

plans of outside organizations, commercial enterprises, and/or individuals. Towards that goal, no flyer, brochure, etc. may 

be distributed to students on school grounds without the expressed consent of the Superintendent or designee. This is in 

alignment with WV State Code §18-5-19 that prohibits the private use of school facilities for personal gain or profit. 

 

Outside organizations shall not be permitted to advertise events through the school or use the children to sell tickets 

except those jointly school-sponsored or school approved parent-teacher activities. 

 

 

Date Adopted: 7/01/85 

Date Amended: 6/12/17 

Date Reviewed: 
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File: KI 

 

A POLICY STATEMENT 

OF 

THE HANCOCK COUNTY BOARD OF EDUCATION 

New Cumberland, West Virginia 26047 

          

VISITORS TO SCHOOLS 

 
Visitors who have made a prior appointment, if possible, are welcome in Hancock County Schools. However, the 

Hancock County Board of Education will ensure that WV Code §61-6-14 is adhered to, thus disallowing the willful 

interruption or disturbance of the educational process. 

 

Rules and regulations for school visitors are as follows: 

 

1. All visitors must first report to the Principal's office.  

2. All visitors must have a school supplied visitor's ID in order to visit within the school or on school grounds.  

3. Teachers are not to permit visitors in their rooms nor are they to release students to visitors without written 

permission from the principal or his/her representative.  

4. Upon completion of stated business, visitors must return/to the main office and depart from there.  

5. Sales representatives shall not be permitted to contact teachers during instruction or supervisory periods.  

6. Any person on school property who has not registered with the Principal's Office is illegally on school property 

and subject to legal action.  

7. Any person loitering in or about any school, school building or school grounds who refuses to leave the grounds 

may be subject to legal action.  

8. All school maintenance employees should report their presence to the Principal's Office.  

9. All visitors must park in the visitor's parking area during school hours if such an area is provided. Parking in 

unauthorized areas is considered illegal vehicles may be towed away.  

 

Date Adopted:  9/26/94  

Date Amended: 

Date Reviewed:  6/12/17 
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INDEX TO THE NEPN POLICY CLASSIFICATION SYSTEM  

Updated October 2012  

  

A  

  

Ability Grouping              

  

Absences (see Leaves and Absences for types of Leave)  

  IFA  

Administrative Staff Leaves and Absences        GCCB  

Instructional Staff Leaves and Absences        GCCA  

Professional Staff Leaves and Absences        GCC  

 Student Absences and Excuses          JH  

Support Staff Leaves and Absences   

  

Abuse of Children see Child Abuse/Neglect  

            

Abusive Language  

      GDC  

  Bullying                JICK;  IJNDC  

  Public Conduct on School Property         KFA  

Public Participation at Board Meetings        BEDH  

 Staff Conduct               GBEB  

 Student Conduct              JIC  

 Student Publications       

  

      JICE  

Academic Achievement              IK      

 Academic Incentives/Penalties          IKEA  

  Student Awards, Honors and Scholarships  

  

      JM  

Academic Freedom         

  

      IB  

Acceleration of Students                

 Grade Advancement            IKE  

Acceleration of At-Risk Students  

  

      IHBDC  

Acceptable Use of Electronic Resources/Internet   

  

    IJNDC  

Access to School Buildings         

  

Accidents (see also Safety) Accident 

Insurance  

    ECAB  

Insurance Program/Risk Management    EI  

 Workers' Compensation     GBGD  

Accident Prevention and Safety Procedures    EBB  

 Accident Reports           EBBB  

 Bus Accidents/Emergencies        EEAEE  



 

 

 Bus Safety Program        EEAE  

  

Accountability  

Accountability/Commitment to Accomplishment      AE  

 Accountability of Administrative Staff        GCOD  

 Accountability of Instructional Staff         GCOB  

 Accountability of Support Staff          GDOA  

  Grading/Assessment Systems       

  

    IKA  

Accounting                  DI  

 Accounting System              DIA  

 Audits                 DIE    

  Financial Reports and Statements          DIC  

  Types of Funds          

    

    DIB    

Accreditation Agencies, Relations with       

  

    LH  

Achievement, Commitment to        

        

Activities  

    AE  

 Activities Fees              JJD  

 Activities Funds              JJF  

  Staff Participation in Community Activities       GBH  

 Student Activities          

  

    JJ  

Administering Medicines to Students       

  

Administration  

    JLCD  

 Administration Goals/Priority Objectives         CA  

 Administrative Organization            CC  

 School Building Administration          CF  

 Special Programs Administration          CG  

State and Federal Programs Administration   

      

    CGD  

Administrative Committees/Councils      

  

Administrative Staff (see also Superintendent)  

    CE  

  Accountability              GCOD  

Administrative Councils, Cabinets, and Committees     CE  

  Assessment                GCOC  

  Contracts                GCBB  

  Management Team/Senior Staff       CD  

  Positions             GCAB  

 Recruiting             GCEB  

 Schedules: School Year/Work Day      GCLD; GCLB  

 School Superintendent         CB  



 

 

  Workload           GCME  

  

  

Admission to Events             

  

  DFD; DFDA  

Admissions, Student               JF  

 Exchange and Foreign Students          JFABB  

 Homeless Students              JFABD  

 Nonresident Students             JFAB  

 Procedures                JFA  

 Re-entry                JFCA  

 Resident Students              JFAA  

 Transfer Students            

  

  JFABC  

Adopt-a-School Programs           

        

  KGB  

Adult/Community Education          

  

  IHD  

Adult Education/Lifelong Learning Program Administration  

  

  CGC  

Advanced College Placement            IHCD  

  Postsecondary Concurrent Enrollment      

  

  IHCDA  

Advertising in Schools              KHB  

  Commercial Activities, Sponsorships & Partnerships    KGF  

  Business Solicitations in Schools    

  

      KHD  

Advisory Committees to the School Board   

  

      BDF  

Advisory Councils, Student       

  

      JIBC  

Affirmative Action         

  

      GBA  

After School Activities              JJ  

   After School Child Care      

  

      IHCFB  

Age Discrimination         

  

AIDS see HIV/AIDS  

  

Alcohol  (see also Substance Abuse)  

      ACC  

 Drug and Alcohol Use by Students        JICH  

 Drug-Free Workplace           GBEC; ADB  

 Programs for Substance Abusers        IHBCB  

Public Conduct on School Property       KFA  

 Substance Abuse Counseling         JLDBC  



 

 

Teaching about Drugs, Alcohol, and Tobacco   IHAMA  

  

Allergies, Food                EFAB  

  First Aid and Emergency Medical Care    

  

    JLCE  

Alternative Learning Experiences           IMBA  

  Opt-out Procedures for Alternative Instruction  

  

    IMBC  

Alternative School Programs        

  

    IHBH  

Animals in Schools           

  

    IMG  

Annual Report, School District        

  

    CM  

Appropriate Use of Electronic Resources      

  

Arbitration  

    IJNDC  

 Impasse Procedures          

  

    HO  

Architects              

  

Arrests  

    FEB  

Relations with Law Enforcement Authorities      KLG  

Student Interrogations, Searches, and Arrests  

  

    JIH  

Arts Education                IHAF  

 Arts and Music Resources and Materials    

  

    IJE  

Assemblies, School           

  

Assessment (see also Evaluation; Tests)  

    IME  

 Grading/Assessment Systems           IKA  

 Instructional Program             IL  

 District Program Assessments          ILBA  

 National Program Assessments          ILBC  

 State Program Assessments           ILBB  

Use and Dissemination of Assessment Results  

  

Assignment  

    ILC  

Assignment and Transfer of Building Administrators    CFC  

Assignment of Students to Classes and Grade Levels    JG  

 Assignment of Students to School       JCA  

  Professional Staff Assignments and Transfers   GCK  

  Support Staff Assignments and Transfers     GDJ  

  

  

  



 

 

At-Risk Students  

  Acceleration of               IHBDC  

  At-Risk Student Behaviors            JLDB  

  Programs for At-Risk/Disadvantaged Students    

  

  IHBC;  JLDB  

Athletics                  JJI  

  Drug and Steroid Use             JJIE  

  Eligibility                JJIC  

  Interscholastic Sports             JJIB  

  Intramural Sports              JJIA  

  Media Coverage              KDDB  

  Student Physicals              JJID    

                          

Attendance                  JE  

  Attendance Officer              JHBA  

  Compulsory Attendance Ages          JEA  

  Exclusions and Exemptions from School Attendance    JHD  

  Monitoring and Accounting           JHBB  

  Student Absences and Excuses          JH  

  Truancy          

  

      JHB  

Attorney/Legal Services        

  

      BDG  

Audits                   DIE  

  Environmental and Safety Audits    

  

      EBAC  

Authorized Signatures        

  

Automobiles and Parking  

      DGA;  DHA  

  Driver Education              IHAN  

  Parking Lot Searches             JIHB  

  Student Automobile Use and Parking        JLIE  

  Student Transportation in Private Vehicles        EEAG  

  Traffic and Parking Procedures    

  

Awards  

      ECE  

  Recognition for Accomplishment          AEB  

  Staff Awards and Recognition          GBL  

  Student Awards, Honors and Scholarships        JM  
  

  

  

  

  

  

  

B  
  

  

  



 

 

Baccalaureate Services see Graduation Exercises  

  

Background Checks  

  Board Member Qualifications          BBBA  

  Qualifications of Superintendent          CBA  

  Professional Staff Hiring            GCF   Support Staff Hiring      

       GDF  

  School Volunteers              IJOC  

  Visitors to Schools              KIA  

  

Badges see Identification  

  

Banking Services                DG  

 Authorized Signatures      DGA  Check Writing       DGB  

  Credit Cards               DGD  

  Employee Loans/Credit Unions          DGC  

  Employee Personal Debts            DGE  

    

Bargaining see Negotiations  

  

Benefits  (see also Compensation)  

  Employee Benefits Administration          DLA  

 Professional Staff       GCBD  Superintendent       CBE  

  Support Staff               GDBD  

  

Bicycles                  JLID  

  

Bidding                  

  Bidding Procedures              DJE  

  Construction Contracts Bidding and Awards       FEG  

  

Bilingual Instruction              IHBE; IHBEA  

  

Board of Education see School Board   

  

Bomb Threats                EBCC  

  

Bond Campaigns                FDA  

  Community Involvement            KCCA Bonded Employees and Officers  DH  

  

Booster Organizations              KJA  

  

Broadcasting/Recording of Board Meetings        BEDJ  

  

Budget/Annual Budget              DB  

  Adoption Process              DBG  

  Appeals                DBH  

  Budget Referenda              DBGA  

  Budget Hearing and Reviews           DBF  

  Budget Implementation            DBI  

  Budgeting System              DBA  

  Planning, Preparation and Schedules         DBC  

  Transfers                DBJ  

  

Bullying                  JICK  

  Cyberbullying               IJNDC  

  

Buses see Transportation          



 

 

  

Business and Industry Involvement in Education        KG  

  Advertising                KHB  

  Commercial Activities, Sponsorships and Partnerships    KGF  

  Cooperative Programming            KGC  

  Donations/Joint Ventures            KGD  

  Solicitations in Schools            KHD  

  

  

  

  

  

C  

  

  

  

Cafeterias see Food Services (EF)        

  Student Conduct in Cafeteria           JICDC  

  

Calendar, School                ICA  

  

Camps                  IHCE  

  School-sponsored              IHCEA  

  Sponsored by Outside Groups/Organizations      IHCEB  

  

  

Campus, Open/Closed    

  

  JHCA  

Cancellations and School Closings       

  

    EBCE  

Capital Reserves Management        

  

    DCA  

Career Counseling           

  

Career Development see Professional Development  

  

Career and Technical/Vocational Education  

    JLDC  

  Adult                 IHDC  

  Career/Transition to Work Education         IHAQ  

  Curriculum Programs             IHAI  

  Instructional Resources        

      

    IJH    

Caring Adult Program          

  

Cars see Automobiles  

  

    JLDBF  

Cash in School Buildings          

  

    DM  

Catering               

  

    EFG  

Cell Phones and Electronic Devices          JICJ  



 

 

  Staff Use            

  

Censorship see Intellectual Freedom (IB)  

    GBEF  

  Freedom of Expression in Student Publications  

  

    JICEC  

Census, School            

  

    JD  

Ceremonies and Observances            IMD  

  Graduation Exercises         

  

    IKFB  

Certification and Credentialing Requirements    

  

    GCFC  

Charter Schools            

  

    LBD  

Cheating/Academic Honesty        

  

Child Abuse /Neglect  

    JIC  

 Child Abuse/Neglect Counseling          JLDBD  

 Reporting Child Abuse/Child Protection        JLF  
  

  

Child Care Programs    IHCF  

  Relations with Child Care Providers         KJH  

  School-based Child Care Administration        CGB  

  

Choice of Schools see School Choice  

   

Churches (see also Religion)             KJC  

  Nonpublic Schools              LBC    

  

Citizenship Education/Values Education         IHAK  

  

Class Assignments                JG  

  

Class Interruptions               IMH  

  

Class Rankings                IKC  

  

Class Size                  IIB  

  

Cleaning Program                ECD  

  

Clerical Services see Office Services  

  

Closed Campus/Open Campus            JHCA  

  

Closing Schools  

  Retirement of Facilities            FCB  

  School Closings and Cancellations          EBCE  

  

Code of Conduct (see also Conduct)  

  Board Member Conduct            BC  

  Staff Conduct               GBEB  

  Student Code of Conduct            JICDA  



 

 

  Superintendent's Conduct            CBF  

  

Code of Ethics see Ethics  

  

Collective Bargaining see Negotiations          

  

Colleges and Universities        

  Advanced College Placement           IHCD  

    Concurrent Enrollment          IHCDA  

  Relations with               LD  

    Cooperative Programming          LDB  

    Staff Development Assistance from Higher Education  LDC  

  

  

Combining/Consolidating Schools           FCA  

  

Commencement Exercises see Graduation Exercises       IKFB  

  

Commercialism (see also Advertising in Schools)       KGF  

  

Committees  

  Administrative Councils, Cabinets, and Committees     CE    

  Board Advisory Committees           BDF      

  Board Committees              BDE  

  Student Advisory Councils            JIBC  

  

Communicable/Infectious Diseases           JLCC  

  Student with HIV/AIDS            JLCCA  

  

Communications  

  Communications with Parents          KBD  

  Communications with Staff           GBD;  BHC  

  Crisis Management/Communications        KDE  

  Policy Communication/Feedback          BGE  

  Public Information and Communications        KD  

  Regulations Communication           CHC  

  School Board Communications          BH  

  School Communications Program          KDA  

  

Community  



 

 

  Adult/Community Education           IHD  

  Community Attitudes             KCBA   

  Community Involvement in Decision Making      KCB  

  Community Involvement in Education        KC  

  Community Learning Resources          IJO  

  Community Relations:  see policy codes Section K     K  

  Community Organizations: see policy codes under section   KJ       

  Community Service by Students          JN  

  Community Use of School Facilities         KF  

  Complaints                KE  

  Staff Participation in Community Activities       GBH  

  

Community Relations see policy codes Section K       K      

  

Compensation  (see also Benefits)  

  Board Members              BID  

  Instructional Staff              GCBA  

  Merit/Performance Pay Programs          GBCA  

  Staff (general)               GBC   Superintendent       

       CBE  

  Support Staff               GDBA  

  Unemployment Compensation          GBGE  

  Workers’ Compensation            GBGD  

  

Compensatory Education/Title I            IHBD  

  

Competitions   

  Performances, Exhibits and Competitions        JJC  

  

Complaints  

  Discrimination              ACG   

  Public                 KE  

  Staff Concerns/Complaints/Grievances        GBK   

  Student Concerns/Complaints/Grievances        JII  

  

Computers  (see also Internet; Technology)  

  Computer-Assisted Instruction          IJNDA  

  Computerized Data Systems           EHA  

  Computer Security              EHAA  

  Software                IJK;  IJND  

  

Concealed Observations              CFI  

  

Concerns/Complaints see Complaints  

  

Concurrent Postsecondary Enrollment          IHCDA  

  

Concussions                 JLCEB  

  

Conduct (see also Codes of Conduct)  

  Public Conduct on School Property         KFA  

  Staff Conduct with Students           GBEBB  

  Student Conduct  

    Buses               EEAEC; JICC  



 

 

    Cafeteria              JICDC  

    Halls               JICDB  

    Out of School Actions          JK  

  

Conferences  

 Administrative staff       GCCBE Board Members       BIBA  

 Instructional Staff              GCCAE  

Parents        IKACA Students        IKACB  

Support Staff               GDMB Confidentiality  

  Staff Records               GBJA  

  Student Information             JRC;  JLDAA  

  

Conflict of Interest (see also Ethics)  

  Board Members              BCB  

  Staff                  GBEA  

  

Construction see School Buildings         

  

Consultants  

  Administrative              CK  

  Board                 BDH  

  Facilities Construction            FEC  

  Professional Staff Consulting Activities        GCRC  

  Superintendent's Consulting Activities        CBH  

  

Consumer Education              IHAP  

  

Contests for Students (see also Competitions)           JJG  

  

Continuing Education see Adult Education; Professional Development  

  

Contracts    

  Administrative Staff             GCBB  

  Construction               FEG  

  Contracting for Instruction            IIK  

  Instructional Staff              GCBA  

  Professional Staff              GCB  

 Signing Authority       DHA  Superintendent       CBD  

  Support Staff               GDB  

  

Controversial  

  Issues, Teaching about            IMB  

  Speakers                IMC  

  

Cooperative           

  Learning                IIN  

  Programming  

    with Business and Industry          KGC     with Other 

Schools/School Systems       LBB  

  Purchasing                DJD Copyright  

  Compliance                EGAD  

  Professional Staff Research and Publishing       GCF    

  Royalties              

  

  DFE  

Corporal Punishment            

  

  JKA  



 

 

Corporate Sponsorships            

  

  KGF  

Counseling and Guidance             JLD  

  At Risk Students              JLDB  

  Career Counseling              JLDC  

  Child Abuse/Neglect Counseling          JLDBD  

  Peer Counseling              JLDBE  

  School Counselor/Guidance Positions (also GCAAB)    JLDA     

  Substance Abuse Counseling           JLDBC  

  Suicide Prevention        

  

      JLDBA  

Credit Unions          

  

      DGC  

Crisis Management/Communications    

  

      KDE  

Curriculum                   

  Adoption                IGD  

  Development               IGA  

  Evaluation/Review              IGF  

  Guides and Course Outlines           IGE  

  Programs                IH  

    Basic Instructional Program         IHA  

    Alternative School Programs         IHBH  

    Arts                IHAF  

    At-Risk Students            IHBC  

    Bilingual Instruction           IHBE  

    Career Education            IHAQ  

    Citizenship              IHAK  

    Compensatory Education          IHBD  

    Computer/Technology Literacy        IHAJ  

    Consumer Education           IHAP  

    English/Reading/Writing/Language Arts      IHAA  

    Foreign Language            IHAH  

    Gifted and Talented            IHBB  

   Health               IHAM  

   Mathematics             IHAB  

   Music               IHAG  

   Physical Education            IHAE  

   Science              IHAD  
    Social Studies             IHAC  

    Special Education            IHBA  

    Vocational/Technical           IHAI  

  Public Concerns/Complaints about Curriculum       KEC  

  

Cultural Institutions, Relations with          KM  

  

Custodial/Noncustodial Parent Rights and Responsibilities      KBBA  

  

Custodial Services                ECD  

  

Cyberbullying                IJNDC  



 

 

  

  

  

  

D  

  

  

Damage to School Property see School Property  

  

Data Management                EH  

  

Day Care see Child Care          

  

Death of  a Student               JLDBH  

  

Decision Making  

  Community Involvement in Decision Making       KCB  

  Parent Involvement in Decision Making         KBC  

  Staff Involvement in Decision Making        GBB  

  Student Involvement in Decision Making        JIB  

  

Dedication of New Facilities             FI  

  

Desegregation Plans               JCAB  

  

Detention of Students              JKB  

  

Disabilities (see also Special Education)  

  Discrimination              ACE  

  Discipline of Students with Disabilities        JKF  

  

Disadvantaged Students see At-Risk Students  

  

Disaster Plans                EBCA Discipline  

  Corporal Punishment             JKA  

  Discipline of Professional Staff          GCQF  

  Discipline of Students             JK   

    Detention              JKB  

    Expulsion              JKE  

    Probation              JKC  

    Suspension              JKD  

  Discipline of Students with Disabilities        JKF  

  Discipline of Support Staff        

  

Discrimination see Nondiscrimination  

  

Diseases see Health  

  

Dismissal of Staff see Termination of Employment  

    

Distance Learning see Online Learning/Virtual Schools  

    GDQD  

   



 

 

Distribution/Posting of Promotional Materials        KHC  

   

Do Not Resuscitate (DNR) Orders   

  

Donations to Schools  

        JLCEA  

  Business and Industry Donations          KGD  

  Public Donations              KCD  

  Student Donations      

  

Dress Codes  

        JP  

  Student Dress Code              JICA  

  Staff Dress Code      

  

        GBEBA  

Driver Education        

  

        IHAN  

Dropouts                  JFC; IHBC  

  Re-entry        

  

Drug Use see Substance Abuse  

  

Due Process  

        JFCA  

  Student Due Process Rights           JIA  

E  
  

  

  

Early Childhood Education             IHBI  

      

Education Agencies  

  Accreditation Agencies            LH  

  County and Regional Education Agencies        LE  

  Education Research Agencies          LC   Federal Education Agencies  

         LG  

  Other Schools and School Systems          LB  

  State Education Agencies            LF  

  

Educational Finance see Finance  

  

Educational Philosophy              AD  

  

Educational Research and Surveys           ILD  

  Curriculum Research             IGB  

  Effective Schools Research            ILD  

  Measuring Community Attitudes          KCBA  

  Polling and Survey Research of Community       KCBB  

  Relations with Education Research Agencies      LC  

  Reports                CL  

  

Effective Schools                ADE  

  

Elections  

  Board Elections and Campaigns          BBBG  



 

 

  Political Solicitations in Schools          KHE  

  Relations with Election Authorities         KLB  

  

Electronic Mail                 EGAEA  

  Board Member Use              BH  

  

Elementary School Administration           CFG  

  

Emergencies                 EBC  

  Disaster Plans               EBCA  

  Emergency Closings             EBCE  

  Emergency Preparedness Authorities         KLH  

  Emergency Medical Care and First Aid        JLCE  

  Weather-Related Emergencies    EBCD  

  

Employees see Staff  

  

Employment of Students            

  

  JO  

Energy Conservation            

  

  ECF  

English as a Second Language (ESL)        

  

  IHBEA  

English Curriculum             

  

  IHAA  

Enrollment Projections            

  

  FBB  

Entrance Age                 JEB  

  Early Entrance            

  

Environmental   

  JEBA  

  Audits                 EBAC  

  Environmental and Safety Program         EB  

  Environmental Education            IHAO  

  Environmental Protection Authorities, Relations with   

  

  KLI  

Equal Educational Opportunities         

  

  JB  

Equal Employment Opportunity          

  

  GBA  

Equal Pay                

  

Equipment  

  GBAB  

  Authorized Use of School Materials and Equipment     EDC  

  Construction Equipment            FEDC  

  Maintenance and Control of Materials and Equipment    EDB  

  Purchasing Procedures            DJB  

  Receiving and Warehousing           EDA  

  Records and Reports           

  

Ethics  

  EDD  



 

 

  Board Member Code of Ethics          BCA  

  Staff Ethics                GBEA  

  Superintendent            

  

Evaluation  

  CBF  

  Evaluation of the School Board          BAA  

 Evaluation of Instructional Program         IL  

 Evaluation of Management Team          CDA  

 Evaluation of Professional Staff          GCO  

 Evaluation of Support Staff           GDO  

 Evaluation of Superintendent           CBI  
  

Evening Instructional Activities        

  

Examinations see Tests  

  

    IDA  

Exchange and Foreign Students        

  

    JFABB  

Exchange Teaching           

  

    GCT  

Executive Sessions            

  

Exemptions  

    BEC  

  From Required Instruction            IMBB  

  From School Attendance            JHD  

  Opt-Out Procedures for Alternative Instruction  

  

    IMBC  

Exhibits of Student Work          

  

Expenses  

    JJC  

  Authorization/Reimbursement          DKC     

  Board Member Compensation and Expenses   

  

    BID  

Expulsion              

  

    JKE  

Extended Instructional Programs       

  

    IHC  

Extended School Day          

  

    IDB  

Extended School Year          

  

    ICB  

Extracurricular Activities (see also Student Activities; Athletics)  JJ  

  Bus Transportation to Activities          EEAFA  

  Eligibility                JJJ  



 

 

  Limited Open/Closed Forum            

  

  

  

F  
  

  

Facilities Planning and Development see School Buildings  

  

Fair Employment (see also Equal Employment Opportunity)  

JJAB  

  Contractor’s Clause        

  

FEGA  

Fairs, School           IMF  
  

Family Involvement  

  Communications              KBD  

  Decision Making              KBC  

  Parent Conferences            GCMC; IKACA  

  Parent Organizations             KBE  

  Parent Rights and Responsibilities          KBB  

    Custodial and Non-Custodial Parents       KBBA  

    Surrogate Parents            KBBB  

  School-Parent Relations Goals      

  

Family Leave see Leaves and Absences  

  

Federal  

    KBA  

  Federal Education Agency Relations         LG  

  Federal Governmental Authorities Relations       KLM  

  Federal Programs Administration          CGD  

  Revenues from Federal Tax Sources     

  

Fees  

    DEC  

  Student Activities Fees            JJD  

  Student Fees, Fines, and Charges      

  

    JQ  

Field Trips              

  

Finance (see also Revenues; Fundraising)  

    IJOA  

  Grants, Proposals, and Special Projects        DD  

    Funding Sources Outside the School System     DDA  

    Funding Sources Within the School System     DDB  

    Staff Working on Federal/State Grants      GBF  

  Revenues from Nontax Sources          DF  

  Revenues from Tax Sources           DD  

  School Foundations              KGA  

  Taxing and Borrowing            DC    



 

 

Financial Aid to Students            

  

Financial Management (see also Accounting; Budget)  

  JLB  

  Audits/Financial Monitoring             DIE  

  Cash in School Buildings            DM  

  Evaluation of Fiscal Management          DAA  

  Fiscal Management Staff Positions          GDAA  

 Fraud Prevention              DIF  

 Goals and Objectives             DA  

 Management of Staff Funds           DL  

 Money Collection from Students          IMJ; JQA  
  

Firing see Termination of Employment  

  

First Aid and Emergency Medical Care          JLCE  

  

Fiscal Year                  DBB  

  

Flag Displays                 IMDB  

  

Food Services  

  Adult                 EFF  

  Catering at School Activities and Events        EFG  

  Competitive Food Sales/Vending Machines       EFE  

  Food Allergies              EFAB  

  Food Staff Positions             GDAC  

  Free and Reduced Price Meals          EFC  

  Menu Development/Options           EFB  

  Pricing and Payment             EFD  

  Purchasing and Selection            EFA  

  Sanitation                EFH  

  

Foreign Exchange Students             JFABB  

  

Foreign Language Education             IHAH  

  

Freedom of Expression (see also Academic Freedom)  

  In Student Publications            JICEC  

  

Freedom of Information/Public’s Right to Know        KDB  

  

Fundraising Activities  

 Business and Industry Donations     KGD  Public Gifts/Donations      KCD  

  School Foundations              KGA  

  Student Donations and Gifts           JP  

  Student Fundraising Activities             JJE  

    

        

  

G  
  

  

Gangs                   JICF  

  

Gate Receipts/Admission Fees      DFD  



 

 

  

GED Programs          IHDB Gender Identity Discrimination see Sexual Orientation  

  

Gifted and Talented Education      

  

Gifts (see also Fundraising Activities)  

      IHBB  

  Gifts to and Solicitations by Staff    

  

Grants see Finance  

  

Goals and Objectives   

      GBEBC  

  Administration              CA  

  For Education Agency Relations          LA  

  For Facilities Planning and Development        FA  

  For Fiscal Management            DA  

  For Instruction and Learning           IA  

  For Negotiations              HA  

  For Personnel System             GA  

  For School-Community-Home Relations        KA; KCA  

  For Student Policies             JA  

  For Support Services             EA  

  For the School Board             BA  

  For the School District      

  

      ADA  

Government Authorities, Relations with         KL  

  County and Regional             KLKB  

  Election Authorities             KLB  

  Environmental Protection Agencies         KLI  

  Federal Government             KLM  

  Fire and Emergency Preparedness Authorities      KLH  

  Health and Welfare Agencies           KLE  

  Housing Agencies              KLD  

  Law Enforcement Authorities          KLG  

  Local Government              KLK  

  Military Agencies and Armed Services        KLMA  

  Municipal                 KLKA  

  Parks and Recreation Agencies          KLF  

  Planning and Zoning Authorities          KLJ  

  Social Service Agencies            KLC  

  State Government              KLL  

  Tax Authorities          

  

    KLA  

Grade Levels             

  

    JG  

Grade Point Averages              IKC  
Grading  

  Grade Adjustment              IKAD  

  Grading/Assessment Systems           IKA  

  Report Cards/Progress Reports             IKAB  

  Tests and Examinations            IKAA  



 

 

  

Graduation              

 Early Graduation       IKFA  Graduation Exercises       IKFB  

  Graduation Requirements            IKF  

    

Grants see Finance  

  

Grievances  

  Staff Concerns/Complaints and Grievances       GBK  

  Student Concerns/Complaints and Grievances      JII  

  

Grounds see School Grounds  

  

Guidance see Counseling and Guidance  

  

Guns see Weapons  

  

  

  

  

H  
  

  

Hall Conduct                 JICDB  

  Hall Passes                JICDBA  

  

Handicapped Students see Disabilities; Special Education  

  

Harassment see Sexual Harassment; Student Violence/Harassment/Bullying  

  

Hazardous Materials              EBAB  

  

Hazing                  JICFA  

  

Head Lice                   JLC; JLCC  

  

Health  

  Communicable Diseases      JLCC  

  Disease Prevention        EBBA  

  Emergency Medical Care and First Aid  JLCE Health Agencies, Relations with  KLE  

  Health Education      IHAM  

  Health Resources and Materials          IJF  

  Health Staff Positions             GCAAB  

  Immunization of Students            JLCB  

  Medicine Administration            JLCD  

  Physical Examinations of Students          JLCA  

    Physicals for School Athletics        JJID  

  School Health Program            ADFA  

  School Nurses               JLCF  

  Staff Health                GBGA  

  Student Health Services and Requirements       JLC  

  

Hearings  

  Board Hearings              BEE  

  Budget Hearings and Reviews          DBF  

  

Heterogeneous Grouping              IFA  



 

 

  

High School Administration            CFHB  

  

Higher Education see Colleges and Universities  

  

Hiring  

  Administrative Staff             GCFB  

  Instructional Staff              GCFA  

  Professional Staff              GCF  

  Support Staff               GDF  

  

HIV/AIDS  

  HIV/AIDS Education             IHAMC  

  Students with HIV/AIDS            JLCCA  

  

Holidays  

  Professional Staff Vacations and Holidays        GCD  

  School Ceremonies and Observances         IMD  

    National Holidays            IMDD  

  Support Staff Vacations and Holidays        GDD  

  

Homebound Instruction              IHBF  

  

Home Schooling                IHBG  

  Programs Available to Home Schooled Students      IHBGA  

  

Home Schools, Relations with            LBCA Home Visits        

 JLEA  

  

Homeless Students               JLG  

  Admission of Homeless Students          JFABD  

  

Homework                  IKB  

  

Homogeneous Grouping/Ability Grouping        IFA  

  

Honor Rolls                 IKD  

  

Honors Programs                IHCC  

  

Hospitalized Students /Homebound Instruction       IHBF  

  

  

  

  

  

I  
  

  

  

Identification  

  Procedures for Students and Staff           ECABA  

  Visitor Identification/Screening Procedures       KIA  

  

Immunization of Students             JLCB  

  



 

 

Independent Study               III  

  

Indian Tribal Councils, Relations with          KJG  

  

Individualized Educational Program (IEP)/Special Education      IHBA  

  

Individualized Instruction             IIJ  

  

Indoor Air Quality               EBBC  

  

Information Dissemination  

  Board Communications with Public         BHD  

  Board Communications with Staff          BHC  

  Board Meeting Notification           BEDA  

  Budget Recommendations      DBE  

  Policy Communication      BGE  

  Regulations Communication     CHC  School Communications Program  KDA  

  School-Sponsored Information Media KDC  

  

Inspections  

  Board Inspection and Acceptance of New Facilities     FG  

  Buildings and Grounds Inspections         EBA  

  

Instruction (see also Curriculum)  

  Computer-Assisted Instruction          IJNDA  

  Evaluation of Instructional Programs         IL  

  Instructional Approach            IF  

  Instructional Arrangements            II  

  Instructional Goals and Learning Objectives       IA  

  Instructional Programs            IH  

    Basic Instructional Program         IHA  

    Special Instructional Programs        IHB  

    Extended Instructional Programs        IHC      

  Instructional Resources and Materials        IJ  

  Instructional Services             IJN  

  Instructional Staff Positions           GCAA  

  Miscellaneous Instructional Policies         IM  

  Online Learning/Courses/Virtual Schools        IHBHD  

  Organization of Instruction            IE  

  

Instructional Staff  

  Accountability              GCOB  

  Assessment                GCOA  

  Assignments and Transfers            GCKA  

 Compensation        GCBA  Hiring         GCFA  

  Positions                GCAA  

  Promotion and Reclassification          GCPA  

  Recruiting                GCEA  

  Resignation                GCQC  

  Schedules and Calendar            GCLA; GCLC  

  Seniority                GCJA  

  Supervision                GCNA  

  Workload                GCM  

  

Insurance Program               EI  

  Board Member Liability            BBC      

  Business and Personnel Transportation         EEBC  

  Liability Insurance              EIB  

  Property Insurance              EIA  



 

 

  Self Insurance/Insurance Pools          EIC  

 Student Insurance              JLA  

  Student Transportation Insurance  EEAH  

  

Intellectual Freedom               IB  

  

Intellectual Property see Copyright           

  

Internet                    

  Appropriate Use              IJNDC  

  Online Learning/Courses            IHBHD  

  Personnel Use               GBEE  

  School District Website            KDCB  

  Use of Technology Resources in Instruction       IJNDB  

  

Interns  

  Administrative Intern Program          CJ  

  Student Teaching and Internships          LDA  

  

Interscholastic Sports              JJIB  

  

Intramural Sports                JJIA  

  

Interrogations and Searches  

  Locker Searches              JIHA  

  Parking Lot Searches             JIHB  

  Student Interrogations/Searches/Arrests        JIH  

Inventories                  DID  

  

Investments                 DFA  

  

  

  

J  
  

  

Job Descriptions  

  Administrative Staff Positions          GCAB  

  Instructional Staff Positions           GCAA   

  Professional Staff Positions           GCA  

  Qualifications and Duties of Superintendent       CBA  

  Support Staff Positions            GDA  

  

Job Reclassification  

  Administrative Staff             GCPB  

  Instructional Staff        GCPA  

  Support Staff         GDP  

  

Job Sharing      

  Professional Staff         GCGC  

  Support Staff          

  

      GDGC  

Joint Ventures with Business and Industry        KGD  

  

Jury Duty see Leaves and Absences  K  



 

 

  

  

  

  

    

 

Kindergarten Programs              IHBIA   

  Half-Day and Full-Day  

  

Knives see Weapons  

  

  

  

  

  

  

  

  

  

    

L  

      IHBIAA  

Labor Organizations/Employee Negotiating Organizations  

  

Landscaping see School Grounds  

  

Languages  

  KJF;  HH  

  Bilingual Instruction             IHBE  

  Foreign Language Education           IHAH  

    Resources and Materials          IJG  

  Language Arts              IHAA  

    Resources and Materials        

  

  IJA  

Law Enforcement Agencies, Relations with      

  

Layoffs see Reductions in Force  

  

  KLG  

Learning Disabilities see Special Education          

  

  

  

Leaves and Absences      

  Professional Staff                 Instructional   Admin.  

    Sick Leave            GCCAA;  GCCBA  

    Personal/Emergency/Legal/Religious    GCCAB;  GCCBB  

    Maternity/Paternity/Parental       GCCAC;  GCCBC  

    Military            GCCAD;  GCCBD  

    Conferences/Training/Workshops      GCCAE;  GCCBE  

    Sabbaticals            GCCAF;  GCCBF  



 

 

    Vacations and Holidays      

  Support/Classified Staff  

  GCDA;    GCDB  

    Sick Leave              GDCA  

    Personal/Emergency/Legal/Religious      GDCB  

    Maternity/Paternity/Parental         GDCC  

    Military              GDCD  

    Conferences/Training/Workshops        GDCE  

    Vacations and Holidays      

  

    GDD  

Legislative Program           

  

Liability  

    BJ  

  Board                 BBC  

  Liability Insurance          

  

Libraries  

    EIB  

  Library Materials Selection and Adoption        IJL  

  Relations with Cultural Institutions         KM  

  School Library/Resource Centers/Media Centers      IJNC  

    Professional Library       

  

    IJNCA     

Lifelong Learning Programs        

  

    CGC  

Limited Open/Closed Forum        

    

    JJAB  

Locker Searches            

  

    JIHA  

Logo, School District          

  

    BHA;  JJK  

Lunch Programs see Food Services            
  

  

  

  

  

  

  

  

M  

  

  

Magnet Schools                JFBD   

  Curriculum              

  

  IHBHB  

Mail and Delivery Services           

  

Maintenance  

  EGAE  

  Buildings Maintenance            ECBA  

  Grounds Maintenance             ECBB  

  Maintenance and Control of Materials and Equipment    EDB  



 

 

  Recreational Facility Maintenance          ECBC  

  School Bus Maintenance        

  

    EEAEB  

Management Team               CD  

  Evaluation            

  

    CDA  

Married Students            

  

    JIG  

Mascots              

  

Maternity Leave see Leaves and Absences  

  

      

Mathematics Instruction              IHAB  

  Resources and Materials        

  

Media  

    IJB  

  Media Relations              KDD  

    During Negotiations           HKA     

    Press Releases/Conferences/Interviews      KDDA  

    Sports/Special Events Media Coverage      KDDB  

  News Media at Board Meetings          BEDI  

  School-Sponsored Information Media        KDC  

  Use of Students in Public Information Program  

  

    KDCA  

Media Centers            

  

Medications see Administering Medicines to Students  

  

Meetings  

    IJNC  

  Board Meetings              BE  

  Of Outside Groups on School Property    

  Of Staff        

    KF  

    Professional Staff Meetings         GCMC  

    Support Staff Meetings          GDLB  

Memorials              

  

Mental Health Programs see Counseling and Guidance  

  FFA  

  

Mentor Teachers   

 

  to other teachers              GCHA  

  to students            

  

Merit/Performance Pay  

    JLDBF  

  Administrative Staff             GCBBA  

  Instructional Staff Merit System          GCBAA  

  Support Staff           

  

    GDBB  

Metal Detectors            

  

    JIHC  



 

 

Middle School Administration        

  

    CFHA  

Migrant Students            

  

    JLG  

Military                   

  Programs, Student Activities           JJ  

  Relations with Military Agencies/Recruiters   

  

Military Leave see Leaves and Absences  

  

Minorities  

    KLMA  

  Equal Educational Opportunities          JB  

  Equal Employment Opportunity/Affirmative Action     GBA  

  Nondiscrimination on the Basis of Ethnicity and Race  

  

  ACB  

Missing Children              

  

  JLH  

Mission Statement              

  

  AD  

Motto                 

  

  BHA  

Multiculturalism              

  

  IFC  

Municipal Authorities, Relations with        

  

  KLKA  

Music Education                IHAG  

  Resources and Materials            IJE  

  Student Performances             JJC  
  

  

  

  

N  

  

  

  

Naming Facilities              

  

  FF  

Natural Disasters               

  

Negotiations   

  EBCD  

  Announcement of Final Agreement         HM  

  Employee Negotiating Organizations         HH  

    Rights and Responsibilities          HI  

  Evaluation of Negotiations            HAA  

  Goals/Priority Objectives            HA  

  Impasse Procedures              HO  

  Legal Status                HB  

  Negotiated Agreement Implementation        HN  



 

 

  Release of Information            HK  

    Media Relations            HKA  

  School Board Negotiating Agents          HF  

  School Board Negotiating Rights and Responsibilities    HE  

  Scope                 HC  

  Style, Methods and Procedures          HD  

  Superintendent’s Role            HG  

  Strikes and Walkouts           

  

  HPA  

Neighborhood/Community Associations, Relations with   

  

News Media see Media  

    

  KJB  

Noncustodial Parents            

  

  KBBA  

Nondiscrimination                AC  

  Equal Educational Opportunities          JB  

  Equal Employment Opportunity          GBA  

  on the Basis of Age              ACC  

  on the Basis of Ethnicity and Race          ACB;  JBA  

  on the Basis of Disability/Handicap         ACE;  JBA  

  on the Basis on Religion            ACD;  JBA  

  on the Basis of Sex            ACA; GBAA; JBA  

  Resolution of Discrimination Complaints      

  

  ACG  

Nongraded Education            

  

  IFE  

Nonpublic Schools, Relations with            LBC  
  

Nonresident Students              JFAB  

  

Nonschool Employment              

  Professional Staff              GCR  

  Staff Consulting Activities            GCRC  

  Support Staff               GDR  

  Tutoring for Pay              GCRD  

  

Notary Public                EGC  

  

Nurses see School Nurses              

  

Nutrition (see also Health; Wellness)  

  Education                IHAMD  

  Food Purchasing and Selection          EFA  

  Menu Development/Options           EFB  

  

  

  

  

O  
  

  



 

 

  

Oath of Office for Board Members           BBBB  

  

Office Services                EB  

  Communications Services            EGA  

  Data/Records Retention            EHB      

  Records and Reports             EGE  

  Staff Positions               GDAA  

  Technology Use              EGD  

  

Officers of the Board              BDB  

  

Ombudsperson                KEE  

  

Online Learning/Virtual Schools            IHBHD  

  

Open/Closed Campus              JHCA  

  

Open Enrollment/School Choice            JFB  

  

Open Hiring/Equal Employment Opportunity        GBA  

  

 

Opinion Polls             

  

    KCBB  

Opt Out Procedures for Alternative Instruction   

  

    IMBC  

Organization Charts               CCA  

  Line/Staff Relations         

  

Organization Memberships  

    CCB    

  Boards                 BK  

  Professional Staff              GCU  

  School Boards Associations           BKA  

  Support Staff           

  

Orientation  

    GDS  

  New Board Member Orientation          BIA  

  Orientation to New Facilities           FH  

  Professional Staff Orientation and Training       GCH  

  Support Staff Orientation        

  

    GDH  

Outcome Based Education         

  

Outside Employment see Nonschool Employment  

  

Overtime/Overtime Pay  

    AEA  

  Extra Duty--Administrative Staff          GCME  

  Extra Duty--Instructional Staff          GCMD  

  Support Staff-- Extra Duty            GDLA  

  Professional Staff Supplementary Pay Plans/Overtime    GCBC  



 

 

  Support Staff Supplementary Pay Plans/Overtime    

  

  

  

  

P  
  

  

  

Paid Holidays see Vacations and Holidays  

  

  GDBC  

Parent Conferences             

  

Parent Involvement in Education see Family Involvement  

  

Parental Leave see Leaves and Absences  

  

     GCMC; IKACA  

Parenting Students, Programs for            IHBCA  
Parliamentarian                BEDDA  

  

Parking see Automobiles and Parking  

  

Parks and Recreation Agencies, Relations with        KLF  

  

Parochial Schools see Nonpublic Schools                

  

Part-Time Staff                 GCG;  GDG  

  

Paternity Leave see Leaves and Absences  

  

Patriotic Exercises                IMDA  

  

Pay Equity                  GBAB  

  

Payroll Deductions               DKB  

  

Payroll Procedures/Schedules            DKA  

  

Peer Counseling                JLDBE  

  

Peer Tutoring                IIO  

  

Performance Pay see Merit Pay  

  

Performances, Exhibits and Competitions         JJC  

  

Personal Leave see Leaves and Absences  

  

Personal Property Replacement/Restitution        ECAD  

  

Personnel Goals                GA  

  

Personnel Policies  



 

 

  Awards and Recognition            GBL  

  Communications with Staff           GBD;  BHC  

  Compensation               GBC  

  Complaints and Grievances           GBK  

  Conduct                GBEB   

  Dress Code                GBEBA  

  Equal Employment Opportunity          GBA  

  Ethics                 GBEA  

  Gifts to and Solicitations by Staff          GBEBC  

  Identification Procedures            ECABA Participation in Activities  

    Community              GBH  

    Political              GBI  

  Personnel Records and Files           GBJ  

    Access               GBJB  

    Confidential Information/Disclosure       GBJA  

  Staff Conduct with Students           GBEBB  

  Staff Involvement in Decision Making        GBB  

  Staff Rights and Responsibilities          GBE  

  Staff Use of Internet and Electronic Communications    GBEE;  GBEF  

  Welfare and Protection            GBG  

  Workers’ Compensation            GBGD   

    

Photocopying  Services              EGAB  

  

Photographs of Students              JRD  

  

Physical Education               IHAE  

  Resources and Materials            IJF  

  

Physical Examinations of Students see Health  

  

Pilot Projects                 IGC  

    

Planning and Zoning Authorities           KLJ  

  

Playgrounds see Recreational Facilities  

  

Pledge of Allegiance               IMDA; IMDB  

  

Policy Process                BG  

  Implementation              CH  

  Policy Adoption              BGB  

  Policy Communication/Feedback          BGE  

    Regulations Communication         CHC  

  Policy Development System           BGA  

    Regulation Development          CHA  

  Policy Revision and Review           BGC  

    Regulation Review            BGD;  CHB  

  Policy Suspension/Repeal            BGF  

    

Political Activities  

  Board Campaigns              BBBG  

  Political Solicitations in Schools          KHE  

  Staff Participation in Political Activities          GBI  

  Superintendent’s Political Activities  CBFA; CBHA  

  



 

 

Portable Classrooms/Temporary School Facilities    

  

Posting and Advertising of Vacancies  

  FCC  

  Professional Positions             GCEC  

  Support Positions            

  

Postsecondary Education see Colleges and Universities  

  

Prayer see also Religion  

  GDEA  

  School Ceremonies and Observances         IMD  

  Religious Observances and Displays       

  

  IMDC   

Pregnant Students                JIE  

  Programs for             

  

  IHBCA  

Press Releases              

  

  KDDA  

Primary/Preprimary Education          

  

  IHBIB  

Principals                  CFA    
  Assignment and Transfer of Principals/Building Administrators  CFC  

  Evaluation of Principals/Building Administrators      CFB    

    

Printing Services/Graphic Arts/Photoduplication Services                 EGAC; EGAB  

  

Private Schools see Nonpublic Schools                

  

Privacy see Concealed Observations; Records and Reporting; Student Information  

  

Probation  

  Probation of Students             JKC  

  Professional Staff Probation, Tenure and Seniority     GCJ  

  Support Staff Probation, Tenure and Seniority      GDI  

  

Professional Development  

  Philosophy                GCIA  

  Professional Staff              GCI    

  Superintendent              CBG  

  Support Staff               GDM  

  

Professional Development Leave see Leaves and Absences  

  

Professional Organizations, Relations with         KK      

  

Professional Research and Publishing  GCS  

 

Professional Staff                 GC  

  Assignments and Transfers            GCK  

  Certification and Credentialing Requirements      GDFC  

  Compensation               GCB  

  Continuing Education             GCID;  GCIE  

  Contracts                GCB  

  Discipline, Suspension and Dismissal        GCQF  



 

 

  Evaluation of Professional Staff          GCO  

  Facilities                GCV  

  Hiring         

  Leave see Leaves and Absences  

        GCF  

  Orientation        

 Positions      

        GCH  

    Administrative            GCAB  

    Guidance and Health           GCAAB  

    Resource              GCAAC  

    Teaching              GCAAA  

  Promotions and Reclassifications          GCP  

  Recruiting                GCE  

  Retirement                GCQE  

  Rights and Responsibilities            GBE  

  Schedules and Calendars            GCL  

  Shortage                GCFD  

  Supervision                GCN  

  Tenure                 GCJ  

  Termination of Employment           GCQ  

  Workload        

    

        GCM  

Professional Visitors and Observers  

  

Progress Reports see Report Cards  

  

Promotions and Reclassifications  

        LI  

  Administrative Staff             GCPB  

  Instructional Staff              GCPA  

  Professional Staff              GCP  

  Promotion and Retention of Students         IKE  

  Support Staff Promotions      

  

Promotional Materials  

      GDP  

  Distribution/Posting of Promotional Materials  

  

Property  

    KHC  

  Care of School Property by Students         JICB  

  Insurance          EIA  

 Management               EC  

  Replacement/Restitution            ECAD  

  

Public Concerns and Complaints           KE  

  

Public Conduct on School Property          KFA  

  

Public Gifts and Donations             KCD  

  

Public Information Program            KDA  

  Accomplishment Reporting           AEC  

 Board Communications      BHD  Crisis Management       KDE  Freedom of Information      KDB  



 

 

  Negotiations Information            HK  

  School District Website            KDCB  

  School Sponsored Information Media        KDC  

  

Publications  

  Professional Research and Publishing        GCS  

  Student Publications             JICE  

    School Related            JICEA  

    Non-School Related           JICEB  

  

Pull-Out Programs               IID  

  

Purchasing  

  Authority                DJA  

  Bidding Procedures              DJE  

  Buses                 EEAEB  

  Cooperative Purchasing            DJD  

  Food                 EFA  

  Local/Competitive Purchasing          DJF  

  Vendor Relations              DJG  

  

  

  

Q  
  

Qualifications  

  Board Member              BBBA  

  Professional Staff Certification/Credentialing Requirements  GCFC  

  Substitute Staff              GCGA  

  Superintendent              CBA  

  Support Staff               GDFA  

Quorum                  BEDC  

  

R  

  

  

  

Racial Discrimination          

              

    ACB;  JBA  

Recall/Removal of Board Members      

  

Reclassifications see Promotions and Reclassifications  

  

    BBBD  

Reading/Language Arts Instruction          IHAA  

  Resources and Materials        

  

Records and Reporting  

    IJA  

  Accident Reports              EBBB  

  Administrative Reports            CL  

  Board Meetings              BEDK  

  Board Minutes              BEDG  

  Construction Records and Reports          FEJ  

  Financial Reports and Statements          DIC  



 

 

  Food Services Records and Reports         EFI  

  Materials and Equipment Records and Reports      EDD  

  Office Services Records and Reports         EGE  

  Personnel Records              GBJ  

    Access               GBJB  

    Confidential Information          GBJA  

  Records Retention              EHB  

  Reporting Child Abuse            JLF  

  Reporting of Hazards              EAA  

  Research Reports              CL  

  School Buildings and Grounds Records and Reports     ECC  

  School District Annual Report          CM  

  Student Records              JRA    

    Release of Information on Students       JRC  

    Student Lists             JRB  

    Teacher Recordkeeping          IMK  

  Transportation (Business) Records and Reports      EEBD  

  Transportation (Student) Records and Reports    

  

Recreational Facilities  

  EEAI  

  Community Use              KF    

  Construction               FEI  

  Maintenance               ECBC  

  Recreation Agencies, Relations with         KLF  
Recruiting  

 Administrative Staff       GCEB  Instructional Staff       GCEA  

  Professional Staff              GCE  

    Vacancy Posting and Advertising        GCEC  

  Superintendent              CBB  

  Support Staff               GDE  

  Military Recruiters              KLMA  

  

Recycling                  EDE  

  

Redistricting                  JCAA  

  

Reductions in Force  

  Administrative Staff             GCQB  

  Instructional Staff              GCQA  

  Support Staff               GDQA  

  

Referenda  

  Bond Referenda              FDA  

    Community Involvement          KCCA   Budget Referenda     

         DBGA  

    Community Involvement          KCCB  

  

Regulations see also Policy Process  

  Board Review of Regulations           CHB;  BGD  

  Communication of Regulations          CHC  

    Handbooks and Directives          CHCA  

  Development of Regulations           CHA  

  

Reimbursement see Expenses  



 

 

  

Released Time                  JHC  

  For Religious Instruction            JHCB  

  

Religion  

  Nondiscrimination              ACD;  JBA  

  Observances and Displays            IMDC  

  Relations with Churches              KJC  

  Released Time for Religious Instruction        JHCB  

  Teaching about Religion            IHAL  

  

Religious Leave see Leaves and Absences  

  

Remedial Instruction                  IHBDA Renovations and Improvements      

 FJ  

  

Rental and Service Charges             DFC;  KF  

  

Report Cards                 IKAB  

  

Reporting see Records and Reporting  

  

Research see Educational Research  

  

Reserve Funds                DIB  

  

Residency Requirements              JFAA;  JFAB  

  

Resignations  

  Administrative Staff             GCQD  

  Board Members              BBBC  

 Instructional Staff       GCQC    Support Staff        GDQB  

  Superintendent              CBJB  

  

Resource Staff see also Instructional Staff         GCAAC  

  

Resuscitation see First Aid and Emergency Medical Care  

  Do Not Resuscitate (DNR) Orders          JLCEA  

  

Retention of Students              IKE  

  

Retirement  

  Professional Staff Members           GCQE  

  Support Staff Members            GDQC  

  Superintendent              CBJB  

  

Revenues (see also Fund Raising Activities)  

  Federal Tax Sources             DEC    

  Gate Receipts and Admissions          DFD  

  Income from School Sales and Services        DFF  

  Investments                DFA  

 Local Tax Sources       DEA Nontax Sources       DF  

 Rental and Service Charges           DFC  

 Royalties                DFE  

 School-Owned Real Estate            DFB  

 State Tax Sources              DEB 



 

 

Revolving Funds  

  

Rights and Responsibilities  

DIB  

  Custodial/Noncustodial Parent Rights and Responsibilities   KBBA  

  Parent Rights and Responsibilities          KBB  

  Staff Rights and Responsibilities          GBE  

  Student Due Process Rights           JIA  

  Student Rights and Responsibilities       

    

Risk Management see Insurance Program  

  

  JI  

ROTC Programs see Relations with Military/Armed Forces    KLMA  

   

Royalties              

  

    DFE  

Rules of Order             

  

  

  

S  
  

  

  

Sabbatical Leaves see Leaves and Absences    

  

    BEDD  

Safe Schools             

  

Safety  

    ADD  

  Accident Prevention and Safety Procedures       EBB  

  Audits                 EBAC  

  Bus Safety Program             EEAE  

  Drills                 EBCB   

  Environmental and Safety Program         EB  
  Safety Patrols                 EEAED;  JLIC  

  Staff  Personal Security and Safety          GBGB  

  Student Safety               JLI  

  Sun Safety                JLIG   

    

Salary Deductions                  DKB  

  

Salaries see Compensation  

  

Sanitation      

  Food Sanitation Program            EFH Schedules  

  Budget Preparation and Schedules  DBC  

  Bus Scheduling and Routing     EEAC  

  Payroll Procedures and Schedules    DKA  

  Professional Staff Schedules and Calendars  GCL  

  Scheduling Classes        IIC  

  Student Schedules and Course Loads   IIE  

  Support Staff Schedules and Calendars        GDK  



 

 

  

Scholarships                 JM  

  

School Administration  

  Elementary Schools             CFG  

  Evaluation of                CAA  

 High Schools        CFHB  Intern Programs       CJ  

  Middle Schools              CFHA  

  Organization               CC  

    Organization Chart            CCA  

    Staffing Formulas            CCC  

  School-Based  or Site-Based Management        CFD  

  School Principals/Building Administrators       CFA  

    Assignment and Transfer          CFC  

    Evaluation              CFB  

  Secondary Schools              CFH  

  Temporary Assignments            CI  

  

School Attorney/Legal Services            BDG  

  

School Board Committees             BDE  

  Advisory                BDF  

  Committee of the Whole            BDEA  

  

School Board Hearings/Appeal Proceedings        BEE  

  

School Board Legislative Program  

  Federal                BJB  

  State                  BJA  

  

School Board Meetings              BE  

 Agenda                BEDB  

 Broadcasting /Recording of           BEDJ  

 Executive Sessions/Open Meetings         BEC  

 Minutes                BEDG  

 News Media at              BEDI 

  

 

Notification of     BEDA  

 Parliamentarian        BEDDA  

 Procedures/Bylaws           BED  

 Public Participation           BEDH  

 Quorum             BEDC  

 Regular             BEA  

 Reporting             BEDK  

  Rules of Order              BEDD  

  Second Language Procedures           BEDE  

  Special                BEB  

  Voting Method      

  

School Board Members  

        BEDF  



 

 

  Authority and Responsibilities          BBAA  

  Candidates                BBBF  

  Compensation and Expenses           BID  

  Conduct                BC  

  Conflict of Interest              BCB  

  Elections/Appointment            BBB;  BDC  

  Ethics                 BCA  

  Oath of Office               BBBB  

  Orientation/Handbook            BIA  

  Qualifications               BBBA  

  Recall/Removal from Office           BBBD  

  Resignation                BBBC  

  Signing Authority              BBAB  

  Student Member/Student Representative        JIBB  

  Training and Development            BIB  

  Unexpired Term Fulfillment           BBBE  

  Use of Board Member Name           BHB  

  Vacancies          

  

School Boards  

      BBBE  

  Facilities and Services            BIC  

  Board-Superintendent Relationship         BDD  

  Campaigns and Elections            BBBG  

  Communications with Public           BHD  

  Communications with Staff           BHC  

  Conferences, Conventions and Workshops        BIBA  

  Consultants                BDH  

 Evaluation                BAA  

 Goals                 BA  

Inspection and Acceptance of New School Facilities    FG  

 Insurance                BBC  

 Legal Status                BB  

 Liability                BBC  
 

Memberships    BK  

 Negotiating Agents      HF  

Negotiating Rights and Responsibilities    HE  

 Officers            BDB  

 Organization           BD  

 Organizational Meeting        BDA  

 Powers and Responsibilities       BBA  

  Retreats                BF  

  Secretary                 BDC  

  Staff Assistants              BDH  



 

 

  Work Sessions          

  

    BF  

School Boards Associations         

  

    BK  

School Building Administration        

  

    CF  

School Buildings                  

  Access                 ECAB  

    Staff/Student Identification Procedures      ECABA  

  Buildings and Grounds Inspections         EBA  

  Building and Grounds Management Positions      GDAB  

  Closing Schools              FCB  

  Combining Schools              FCA  

  Community Use              KF  

  Construction               FE  

    Architect/Engineer/Construction Manager      FEB  

    Consultants              FEC  

    Contracts              FEG  

    Cost Estimates            FEF  

    Site Acquisition            FEE  

    Specifications and Plans          FEA;  FED  

    Supervision              FEH  

  Custodial Services              ECD  

  Energy Conservation         

  Facilities Planning and Development  

    ECF  

    Advisors              FBA  

    Community Involvement in Decision Making    KCB  

    Enrollment Projections          FBB  

    Funding              FD  

    Goals and Priorities            FA  

   Naming              FF  

   Public Dedication            FI  

   Renovations and Improvements        FJ  

   Staff Orientation to New Facilities        FH  

   Temporary Facilities           FCC 

 Funding                FD  
 Maintenance  ECBA  

 Open/Closed Campuses  JHCA  

 Records and Reporting      ECC  

 Security          ECA  

Temporary School Facilities   FCC Vandalism     ECAC  

School Business Relationship see Business and Industry Involvement in Education  

  

School Census                JD  

  

School Ceremonies and Observances          IMD  

  

School Choice                JFB  

  Inter-District               JFBB  

  Intra-District               JFBA  



 

 

  Magnet Schools              JFBD  

  Vouchers/Tuition Tax Credit Programs        JFBC  

    

School Climate                  CFE  

  

School Closings and Cancellations           EBCE  

  Closing Schools              FCB  

  

School Day                  ID  

  

School District  

  Annual Report              CM  

  Districting/Redistricting Procedures         JCAA  

  Goals and Objectives             ADA  

  Legal Status                AA  

  Mission                AD  

  

School Foundations               KGA  

  

School Grounds  

  Community Use              KFC  

  Environmental and Safety Audits          EBAC  

  Hazardous Materials             EBAB  

  Inspections                EBA  

  Maintenance               ECBB  

  Records and Reports             ECC  

  Support Staff Building and Grounds Management Positions   GDAB  

  

School Libraries                IJNC School Lunches see Food Services    

   

  

School Nurses                JLCF  

  

School Property  

  Care of School Property by Students         JICB  

  Insurance                EIA  

  Management               EC  

  Public Conduct on              KFA  

  Replacement or Restitution            ECAD  

  Vandalism                ECAC  

  

School Resource Officers              ECAE;  KLG  

  

School Stores                 IMI  

  

School Year                 IC  

  Calendar                ICA  

  Extended                ICB  

  Length, for Staff                  GCLC; GCLD; GDKB  

  Year-Round School              ICB  

  

Science Education                IHAD  

  Resources and Materials            IJD  

  Science Fairs               IMF  

  

Searches  

  Locker Searches              JIHA  

  Parking Lot Searches             JIHB  



 

 

  Student Searches and Interrogations          JIH  

  

Secondary Schools Administration           CFH  

  

Secret Societies                JICF  

  

Security    

  Computers                EHAA  

  Buildings and Grounds Security          ECA  

  Security Services              ECAE  

  

Self Esteem                    JLDBA  

  

Self-Insurance see Insurance Program  

  

Senior Citizens, Relations with            KJI  

  

Seniority  

  Administrative Staff             GCJB  

  Instructional Staff              GCJA  

  Support Staff               GDI  

  

Service Animals in Schools             IMG  

  

Service Learning/Community Service          JN  

  

Sex Discrimination  

  Nondiscrimination              ACA  

  Staff                  GBAA  

  Students                JBA  

  

Sex Education                IHAMB  

  

Sex Offender Registry Notification           JLIF  

  

“Sexting”                  IJNDC   

  

Sexual Harassment                 

  Staff                  GBAA  

  Students                JICK  

  

Sexual Orientation Discrimination see Sex Discrimination; Nondiscrimination  

  

Shared Services with other School Systems        LBA  

  

Sick Leave see Leaves and Absences  

  

Signing Authority/Contracts            DHA  

  

Site Acquisition                FEE  

  

Site- or School-Based Management          CFD  

  

Smoking  

  Staff Members              GBED  

  Students                JICG  

  Teaching about Drugs, Alcohol, and Tobacco      IHAMA  



 

 

  Tobacco-Free Schools            ADC  

  

Social Networking see Internet  

  

Social Services            

 Organizations, Relations with       KJE  

 Student Social Services  JLE  

  Welfare Agencies, Relations with          KLE  

  

Social Studies                IHAC  

  Resources and Materials            IJC  

  

Solicitations in Schools              KH  

 Advertising        KHB  Business        KHD  

  Political                KHE  

  Promotional Materials            KHC  

  

Speakers                     IJOB  

  Controversial               IMC  

  

Special Education   

  Programs for Students            IHBA  

  Student Transportation            EEAB  

     

Special Events              

  Bus Transportation              EEAFA  

  Catering and Food Service            EFG    

          

Specifications see School Buildings—Construction  

  

Sports see Athletics  

  

Staff see Personnel Policies; Professional Staff; Instructional Staff; Support Staff  

  

Staff Conduct with Students            GBEBB  

  

Staff Development see Professional Development  

  

Staff Meetings                      GCMC; GDLB  

  

Staff Shortages  

  Professional Staff              GCFD  

  Support Staff               GDFC  

  

Staffing Formulas/Ratios              CCC  

  

State Education Agencies, Relations with         LF  

  

State Government Authorities, Relations with        KLL  

  

Strikes                        HPA Student Achievement see Achievement  

  

Student Activities (Co-curricular and Extracurricular)     JJ  

see also Extracurricular Activities; Athletics  

  Contests                JJG  

  Fees                  JJD  

  Fundraising Activities              JJE  



 

 

  Performances/Exhibits/Competitions         JJC  

  Social Events               JJB  

  Student Activities Funds            JJF  

  Travel                 JJH  

  

Student Advisory Councils             JIBC  

  

Student Employment              JO  

  

Student Government              JIBA  

  

Student Information               JRC  

  

Student Organizations              JJA  

  Limited Open/Closed Forum           JJAB  

  

Student Protests, Demonstrations and Strikes        JIJ  

  

Student Publications               JICE  

  

Student Records see Records and Reporting  

  

Student Rights                    JI  

  Concerns, Complaints and Grievances        JII  

  Due Process Rights              JIA  

  Equal Educational Opportunities          JB  

  Involvement in Decision Making          JIB  

    

Student Teaching                LDA  

  

Student Transportation               EEA  

  Buses  

    Bus Driver Requirements, Training and Responsibilities  EEAEA  

    Bus Driver Drug and Alcohol Testing      EEAEAA  

    Passes               EEAD  

    Purchasing and Maintenance         EEAEB  

    Safety Program            EEAE  

   Scheduling and Routing      EEAC  

   Special Use of Buses  EEAF  

  Insurance                EEAH  

  Private Vehicles              EEAG  

  Walkers and Riders              EEAA  

    

Students  

  Absences and Excuses            JH  

  Admissions to/Withdrawals from School        JF  

  Class and Grade Level Assignments         JG  

  Compulsory Attendance Ages          JEA  

  Conduct                JIC  

  Identification Procedures            ECABA  

  Interrogations, Searches and Arrests         JIH  

  Involvement in Decision Making          JIB  

  Of Legal Age               JID  

  Pregnant Students              JIE  

  Rights and Responsibilities            JI  

  Students with Children            JIF  

  Use of Cell Phones and Electronic Devices in School    JICJ  

  Violence/Harassment/Intimidation/Bullying       JICK   



 

 

              

Substance Abuse  

  Counseling                JLDBC  

  Curriculum                IHAMA  

  Drug and Alcohol Use by Students          JICH  

  Drug and Steroid Use in Athletics          JJIE  

  Drug-Free Schools              ADB  

  Drug-Free Workplace               

  Drug Testing                 

    Bus Drivers              EEAEAA  

    Student Athletes            JJIE  

    Students              JICH  

    

Substitute Staff                GCG; GDG  

  Arrangements for                   GCGB;  GDGB  

  Qualifications                   GCGA;  GDGA  

  

Suicide or Other Traumatic Loss of Life         JLDBH  

  Suicide Prevention              JLDBA  

  

Summer Programs/Summer School          IHCA  

  Administration of               CGA  

  

Superintendent  

  Board Superintendent Relationship         BDD  

  Compensation and Benefits       CBE Conduct             

   CBF  

  Consulting Activities             CBH  

  Contract                CBD  

  Evaluation                CBI  

  Political Activities                CBFA;  CBHA  

  Powers and Responsibilities           CBC  

  Qualifications               CBA  

  Recruitment                CBB  

  Role in Negotiations             HG  

  Termination of Employment           CBJ  

  

Supervision  

  Administrative Staff             GCNB  

  Instructional Staff              GCNA  

  Support Staff               GDN  

  Students                JLIA  

      

Support Staff                 GD  

  Accountability              GDOA  

  Assignments and Transfers            GDJ  

  Evaluation                GDO  

  Compensation               GDB  

  Contracts                GDB  

  Discipline, Suspension and Dismissal        GDQD  

  Hiring                 GDF  

  Job Sharing                GDGC  

  Nonschool Employment            GDR  

  Organizational Memberships           GDS  

  Positions                GDA  

    Building and Grounds Management       GDAB  

  Fiscal Management      GDAA   Food Services       GDAC   Office Services      GDAA  

    Transportation             GDAC  

  Probation, Tenure and Seniority          GDI  

  Promotions and Reclassification          GDP  



 

 

  Qualifications               GDFA  

  Recruiting                GDE  

  Schedules and Calendars            GDK  

  Supervision                GDN  

  Termination of Employment           GDQ  

  Training and Orientation            GDH  

  

Surplus Commodities              EFAA Surveys  

  Educational Surveys/Effective Schools Research      ILD  

  Of the Community          

  

Suspension    

      KCBA;  KCBB  

  Of Students                JKD  

  Suspension and Dismissal of Professional Staff       GCQF  

  Suspension and Dismissal of Support Staff     

  

Swimming Pools see Recreational Facilities  

  

  

  

T  
  

  

    GDQD  

Tardiness              

  

Taxes  

    JHA  

  Revenues                 DE  

    Federal              DEC  

    Local               DEA  

    State                DEB  

  Relations with Taxation Authorities         KLA  

  Tax-Sheltered Annuities            DLB  

  Tuition Tax Subsidy Programs      

  

Teachers (see Instructional Staff for complete entries)  

    JFBC  

  Exchange Teaching              GCT  

  Mentor Teachers              GCHA  

  Money Collection by             IMJ  

  Planning and Recordkeeping by           IMK    

  Positions                GCAAA  

  Student Teachers              LDA  

  Teacher Aides           

  

    IJNA  

Teaching Methods            

  

    IMA  

Team Teaching            

  

    IIF  

Technical/Vocational Education        

  

    IHAI  



 

 

Technology see also Computers; Internet; Online Learning  

  Resources                IJND  

    Computer-Assisted Instruction        IJNDA  
    Selection and Adoption          IJK  

    Use of Technology Resources in Instruction     IJNDB  

  Technology Literacy             IHAJ  

  Use in Office Services            EGD  

  

Telephone Services               EGAF  

  

Temporary  

  Administrative Assignments           CI  

  School Facilities              FCC  

  

Tenure  

  Professional Staff              GCJ  

  Support Staff               GDI  

  

Termination of Employment  

  Professional Staff              GCQ  

    Dismissal              GCQF  

    Reduction in Force               GCQA;  GCQB  

    Resignation                 GCQC;  GCQD  

    Retirement              GCQE  

  Superintendent              CBJ  

    Dismissal              CGJA  

    Resignation or Retirement          CBJB  

  Support Staff               GDQ  

    Dismissal              GDQD  

    Reduction in Force            GDQA  

    Resignation              GDQB  

    Retirement              GDQC  

  

Tests (see also Assessment)             IKAA  

  Administration of              ILB  

    District Assessments           ILBA  

    National              ILBC  

    State                ILBB  

  GED                 IHDB  

  Test Selection               ILA  

  Use and Dissemination of Test Results        ILC  

  

Textbook Selection and Adoption           IJI  

  

Threats                  EBCC;  JICK  

  

Tobacco see Smoking  

  

Tobacco-Free Schools              ADC;  GBED Tornado Warnings see Weather-

Related Emergencies    

  

Traffic and Parking Procedures            ECE  

  

Training (see also Professional Development)  

  Administrative Staff             GCCBE  

  Bus Drivers                EEAEA  

  Instructional Staff              GCCAE  

  Professional Staff                      GCHA; GCID   



 

 

  Support Staff               GDH;  GDMB  

  Training Leave see Leaves and Absences  

  

Transfer of Funds/Budget Transfers          DBJ  

  

Transfer Students                JFABC  

  

Transfers of Personnel    

 Administrative Staff        GCKB  Building Administrators      CFC  

  Instructional Staff              GCKA  

  Support Staff               GDJ  

  

Transgender students and Staff          ACA;  GBAA;  JBA  

  

Transition to Work Education              IHAQ  

  

Transportation (see also Student Transportation; Automobiles)    

  Bicycles                JLID  

  Bus Scheduling and Routing           EEAC   Business and personnel     

       EEB  

  Private Vehicles on School Business         EEBB  

  Records and Reports             EEBD  

  School-Owned Vehicles            EEBA  

  Special Education Students            EEAB  

  Students see Student Transportation  

`  Support Staff Positions            GDAC  

  Traffic and Parking Procedures          ECE  

  

Travel  

  Student                JJH  

  Travel Study/Exchange Programs          IHCB  

  

Truancy                  JHB  

  

  

Tuition   

  Nonresident Student Charges           JFABA  

    

Tutoring  

  For Pay (Outside Employment)          GCRD  

  Of Students                IHBDB  

  Peer Tutoring               IIO  

  

  

  

U  

  

  

Unemployment Compensation            GBGE  

  

Uniforms see Dress Codes  

  

Unions  

  Employee Negotiating Organizations         HH  

  Professional Staff Memberships          GCU  

  Relations with Labor Organizations KJF  

  Support Staff Memberships           GDS  



 

 

  

Universities (see also Colleges and Universities)  

   Relations with               LD  

  

  

  

V  

  

  

Vacancies  

  Posting of Professional Staff Vacancies        GCEC  

  Posting of Support Staff Vacancies         GDEA  

  Vacancies on the Board            BBBE  

  

Vacation Leave see Leaves and Absences  

  

Valedictorian                 IKCA  

  

Values Education                IHAK  

  

Vandalism                  ECAC  

  

Vehicles see Transportation; Automobiles   

  

Vending Machines                

  

EFE  

Vendor Relations                DJG  

Video Surveillance               ECAF  

  Concealed Observations            

  

Violence  

CFI  

  Student Violence/Harassment/Bullying        JICK  

  Bomb and Violence Threats           

  

EBCC  

Virtual Schools                

  

Visitors  

IHBHD  

  Professional Visitors and Observers from Education Agencies  LI  

  To Schools                KI  

    Identification Procedures          

  

Vocational/Technical Education see Career and Technical Education  

KIA  

  

Volunteers      

 

  School Volunteers              IJOC  

  Student Volunteers for School and Community Service    JN  

      



 

 

Vouchers        

  

  

  

  

  

Wages see Compensation  

  

    

W  

      JFBC  

Walkers and Riders     

  

          EEAA  

Walkouts        

  

          HPA  

Warning Systems      

  

          EBAA  

Waste Management     

  

          EDE  

Weapons in School     

  

          JICI  

Weather-Related Emergencies  

  

          EBCD  

Website, School District              KDCB  
  

Welfare Agencies, Relations with           KLE  

  

Wellness (see also Health; Nutrition)          ADF  

  Coordinated School Health Program         ADFA  

  Employee Wellness Programs          GBGC  

  

Withdrawals from School              JF;  JFC  

  

Workers' Compensation              GBGD  

  

Workload  

  Extra Duty                    GCMD; GCME; GDLA  

  Professional Staff Work Load          GCM  

  Support Staff Work Load            GDL  

  

Workshops see Training; Professional Development; Conferences  

  

Writing Curriculum               IHAA   

  

  

Y  

  

Year  

  Fiscal Year                DBB  

  School Year                IC  

    Extended School Year          ICB  

  

Yearbooks/Student Publications            JICE  

  



 

 

Year-Round School               ICC  

  

Youth Organizations, Relations with          KJD  

  

  

  

Z  
  

Zero Tolerance see Discipline  

  

Zoning/Planning Authorities, Relations with         KLJ  
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