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INTRODUCTION 

The purpose of this staff handbook is to provide information that will help answer questions 

and pave the way for a successful year. Not all of the Oak Hill R-I Board of Education policies 

and procedures are included. This handbook is neither a contract nor a substitute for the 

official Board of Policy Manual. It is not intended to alter the at-will status of employees in 

any way. It is simply a guide. Oak Hill R-I School District policies and procedures can change 

at any time. Changes in District policies or procedures may supersede, modify, or eliminate 

the information summarized in this booklet. For more information, employees may refer to 

the District’s Board Policies that are posted on the school website at 

https://district.oakhillr1.k12.mo.us/.    

 

Public Notice 

Nondiscrimination Statement 

Oak Hill R-I School District 

The Oak Hill R-I School District is committed to maintaining an educational and workplace 

environment that is free from discrimination, harassment, and retaliation in admission or 

access to, or treatment or employment in, its programs, services, activities and facilities.  The 

District is committed to providing equal opportunity in all areas of education, recruiting, 

hiring, retention, promotion and contracted service.  In its programs and activities, the 

District does not discriminate on the basis of race, color, national origin, ancestry, religion, 

sex, disability, age, genetic information, or any other characteristic protected by law and as 

required by Titles VI and VII of the Civil Rights Act of 1964, Title IX of the Education 

Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, the Age Discrimination 

Act of 1975 and Title II of the Americans with Disabilities Act of 1990. In addition, the 

District provides equal access to the Boy Scouts of America and other designated youth 

groups. Further, no person shall be excluded from participation in, be denied the benefits of, 

or otherwise be subject to discrimination based on the above listed characteristics under a 

school nutrition program for which the District receives federal financial assistance from the 

U.S. Department of Agriculture (USDA Food and Nutrition Service). The following person is 

designated and authorized as the District’s Non-Discrimination and Title IX Coordinator to 

coordinate compliance with the laws identified above, including to handle inquiries or 

complaints regarding the District’s non-discrimination policies: 

 

Counselor 

Title IX Coordinator  

6200 South Highway 19 

Salem, MO 65560 

573-729-5618 

title1@oakhillr1.k12.mo.us 

For information regarding how to report or file a claim of discrimination, harassment, or 

retaliation, see Board of Education Regulation 1301.  Policy and Regulation 1301 shall 

govern the grievance procedures, process, and response for complaints and concerns by 

parents, patrons, employees, or students of the District related to discrimination, 

harassment, or retaliation on the basis of race, color, national origin, ancestry, religion, sex, 

disability, age, genetic information, or any other characteristic protected by law. Inquiries or 

concerns regarding civil rights compliance by school districts should be directed to the local 

school district’s Non-Discrimination and Title IX Coordinator. Inquiries and complaints may 

also be directed to the Kansas City Office, Office for Civil Rights, US Department of 

Education, 8930 Ward Parkway, Suite 2037, Kansas City, MO 64114; (816) 268-0550; TDD 

(877) 521-2172. 
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Dear Oak Hill R-I Staff, 

Welcome to another exciting school year at Oak Hill R-I! Whether you are returning to our 

Raider family or joining us for the first time, I am thrilled to have you as part of our team. 

Every year brings new opportunities to inspire students, strengthen relationships, and 

continue building a school culture where every child feels valued, challenged, and supported. 

The work we do each day has a lasting impact, and I am grateful to serve alongside such a 

dedicated group of professionals. 

At Oak Hill, our focus extends beyond academics. We are committed to developing respectful, 

responsible, and responsive students who are prepared for success both inside and outside 

the classroom. Every interaction, lesson, and decision we make contributes to that mission. 

As we begin this school year, our instructional priorities include: 

●​ Creating highly engaging classrooms where every student is actively involved in 

learning. 

●​ Increasing the rigor of instruction through higher Depth of Knowledge (DOK) 

questioning and meaningful learning experiences. 

●​ Using data to make instructional decisions that meet the needs of every learner. 

●​ Providing consistent implementation of our PBIS framework across all grade levels and 

settings. 

●​ Building strong partnerships with families through proactive and positive 

communication. 

●​ Working collaboratively as one team to ensure every student has the opportunity to 

succeed. 

We believe that excellent instruction happens when students are thinking, discussing, 

creating, problem-solving, and applying their learning—not simply memorizing information. 

We challenge ourselves to continually grow as educators so we can provide the best possible 

educational experience for our students. 

This handbook is designed to serve as a resource throughout the school year. While it cannot 

answer every question, it provides guidance on district procedures, instructional 

expectations, and school operations. I encourage you to become familiar with its contents 

and refer to it whenever questions arise. 

Most importantly, remember that we are here to support one another. Teaching is a team 

effort, and the best schools are built on trust, collaboration, and a shared commitment to 

doing what is best for kids. Never hesitate to ask questions, seek assistance, or share ideas. 

Together, we can continue creating an environment where both students and staff thrive. 

Thank you for choosing to be part of Oak Hill R-I School. I am excited for the year ahead and 

look forward to celebrating the successes we will achieve together. 

Let's make this our best year yet! 

Respectfully, 

Breanna Warden​
 Principal 
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School Board of Education 
 

Nathan Ragsdale, President 
Amanda Sapaugh, Vice-President 

Daniel England, Secretary 
Thomas England, Member 

April Greener, Member 
John Hoodenpyle, Member 
Rhonda Hutsell, Member 

 
Superintendent 

Steve Bryant 
 

Principal 
Breanna Warden 

 
Secretary 
Rhea Poor 

 
Bookkeeper 

Shannon Lewis 
 
 

Faculty and Staff 
 
Katelynn Wofford, Kindergarten,​ ​ ​ Melissa Farrar, 3rd Grade​  
Veronica Lato, 1st Grade​ ​ ​ ​ Emily Brooks, 4th Grade 
Kayla McCarter,  2nd Grade, ​ ​                           Cindy Cabaness, 5th Grade 
 
Elizabeth Robertson, 6-8 Math, 8th Homeroom​​ Judy Wood, 6-8 ELA, 6th Homeroom 
Terry Callahan, 6-8 Science, 7th Homeroom​  
​   
Susan Jadwin, Title I Educator ​ 
Rockey Wade, Physical Education, Coach/A.D.​  

Maria Jessen, Counselor​  

Renee Moncrief, Special Education Teacher/Coordinator 
Rachel Privett, Music/Art/Library 
​ ​ ​ ​  
Josiah Beckett, Instructional Aide 
Clayton Stokes, Instructional Aide 
Linda Richardson, Instructional Aide 
 
Kaleb Grimm, Food Service​              ​ 
Dale Head, Bus Driver​     Brenda Ragsdale, Bus Driver​      Chad Sells,  Bus Driver​  

 
DAILY SCHEDULE 

 
7:30 ​ ​ Doors open. All students go to the cafeteria. 
8:00            ​   ​ School day begins 
11:00-11:40​ ​ Kindergarten-2nd grade Lunch/Recess 
11:35-12:15​ ​ 3rd-5th grade Lunch/Recess 
12:00-12:20​ ​ 6th-8th grade Lunch​  
3:35            ​   ​ Dismissal  
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Oak Hill R-1 School District 

Official School Calendar 

2026-2027 

 

 
 

AUGUST       ​ 17-19 ------------------​ TEACHER WORKDAYS 

AUGUST       ​ 20-21 ------------------​ STAFF WORKDAYS 

AUGUST​ ​ 20-----------------------​ OPEN HOUSE at 6:00PM-7:00PM 

AUGUST ​     ​ 26 ----------------------- FIRST DAY OF SCHOOL 

SEPTEMBER​ 7 ------------------------  LABOR DAY- NO SCHOOL 

OCTOBER​    ​ 5 ------------------------- NO SCHOOL-TEACHER WORKDAY 

OCTOBER​    ​ 19-22 ------------------ PARENT TEACHER CONFERENCES 

OCTOBER ​ ​ 23------------------------ NO SCHOOL 

NOVEMBER   ​ 20------------------------ NO SCHOOL- TEACHER WORKDAY 

NOVEMBER​          23-27 ------------------​ THANKSGIVING BREAK-NO SCHOOL               

​ ​ ​ ​ ​ ​         

DECEMBER ​​ 18 ----------------------- EARLY DISMISSAL/12:30 P.M.                                 

DECEMBER​ 21 thru JAN. 4 -------------- WINTER BREAK-NO SCHOOL 

         ​   ​  CLASSES RESUME JANUARY 5th 

 

JANUARY ​       ​ 4-------------------------​ NO SCHOOL-TEACHER WORKDAY 

JANUARY ​       ​ 18-----------------------​ MARTIN LUTHER KING DAY – NO 

​ ​ ​ ​ ​ ​          SCHOOL        

FEBRUARY​ ​ 12-----------------------​ NO SCHOOL- TEACHER WORKDAY 

FEBRUARY       ​ 15 ----------------------​ PRESIDENTS’ DAY – NO SCHOOL 

MARCH 29 thru APRIL 2------------------​  SPRING BREAK - NO SCHOOL 

​ ​ ​ ​ ​ ​          

APRIL​​ ​ 19-----------------------  NO SCHOOL- TEACHER WORKDAY 

MAY                   ​ 21 -----------------------LAST DAY/EARLY DISMISSAL AT  

12:30 P.M. 

​ ​ ​ ​ ​ ​  

****School will be dismissed at 3:35 daily. 

 

                                                                                                                                                 

QUARTER ENDS  

1
ST

 ---- OCT. 16 ​ ​ Mid Quarter- September 21 

2
ND

 ---- DEC. 18​ ​ Mid Quarter- November 13 

3
RD

 ---- MAR. 5​ ​ Mid Quarter- February 3 

4
TH

 ---- MAY 21                Mid Quarter- April 15  

 
 

 

 
 
 
 

6 



 
 
 
Mission Statement: Oak Hill R-1 provides a positive learning environment where students are 
challenged to reach their full potential, develop strong character, and become capable learners and 
lifelong leaders.  
 
Vision: Every student empowered to learn, lead, and thrive while making a positive impact on their 
community and future.  
 
Motto: Growing capable learners, inspiring lifelong leaders.  

At Oak Hill R-1, we believe: 

●​ Parents and families are essential partners in the educational process and play a vital role in 
student success. 

●​ Every individual deserves to be valued, respected, and supported in reaching their fullest 
potential. 

●​ Each student has unique strengths, dreams, and aspirations, and it is our responsibility to help 
them achieve their goals. 

●​ A positive, safe, and supportive learning environment is essential for academic, social, 
emotional, and personal growth. 

●​ Character, integrity, ethics, and responsibility are foundational to developing capable learners 
and lifelong leaders. 

●​ Every person is expected to contribute positively as a responsible, productive member of society. 
●​ Families are the cornerstone of strong communities and play a critical role in shaping future 

generations. 
●​ Meaningful learning occurs when students are engaged, challenged, and encouraged to think 

deeply. 
●​ Education should prepare students to adapt, succeed, and lead in an ever-changing world. 
●​ Schools should continuously evolve and improve to meet the diverse needs of all learners. 

These beliefs guide our commitment to growing capable learners, inspiring lifelong leaders, and 
empowering every student to learn, lead, and thrive. 
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Employment Information 

 

 

Payroll: 

All employee salaries are paid over a twelve-month schedule. Paychecks are 

issued on the 10th of each month. If the 10th falls on a weekend, paychecks will be 

issued on the preceding Friday. 

Payroll is processed during the first week of each month. To ensure timely 

reimbursement and processing, all receipts, mileage reimbursement requests, and 

other payment requests must be submitted by the first week of the month. 

For teachers and other nine-month employees, one-third (⅓) of contracted 

earnings is withheld during the school year to provide paychecks throughout the 

summer months. 

 

Insurance: 

The district provides eligible employees with district-paid medical and life 

insurance benefits. Employees may choose to add eligible dependents to their 

insurance coverage, with any additional premium costs deducted from their monthly 

paycheck. 

If you experience a work-related accident or injury, please notify the office as 

soon as possible. Prompt reporting helps ensure that the appropriate documentation 

is completed and that insurance claims can be processed efficiently. An accident 

report must be completed for all work-related accidents and injuries. 

 

Retirement: 

Retirement contributions are deducted from each employee's monthly paycheck 

based on gross earnings. The district also contributes an equal matching amount on 

the employee's behalf, as required by the retirement system. 

Employees receive an annual statement from the retirement system 

summarizing their contributions and account activity. 

 

Paid Time Off (PTO) Leave: 

Teachers and other nine-month employees receive 12 days of Paid Time Off 

(PTO) each school year. Twelve-month employees receive 15 or 16 days of PTO, 

depending on their years of service with the district. 

Employees may accumulate up to 180 days of unused PTO. Employees who 

leave the district before completing five years of service forfeit any unused 

accumulated PTO. 

A Leave Request form must be submitted in advance for all planned absences. 

In the event of an emergency, the form should be completed as soon as reasonably 

possible. 
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Employees can monitor their available PTO balance on each paycheck stub. If 

you notice any discrepancies, please notify the bookkeeper promptly so they can be 

reviewed and corrected if necessary. 

 

Bereavement Leave: 

Employees may receive up to three (3) days of bereavement leave per 

occurrence following the death of an immediate family member. These days are 

provided separately and are not deducted from the employee's PTO or sick leave 

balance. 

If additional time is needed, available sick leave may be used in accordance 

with district policy. 

For the purposes of bereavement leave, immediate family includes a spouse, 

parent, grandparent, child, sibling, grandchild, son-in-law, daughter-in-law, 

mother-in-law, father-in-law, or a non-family member who resides in the employee's 

household. 

Bereavement leave does not accumulate from year to year. 

 

Temporary Disability Leave: 

The administrator may approve temporary disability leave for eligible employees 

due to pregnancy, miscarriage, childbirth, a work-related or non-work-related injury, 

or another qualifying medical condition, when supported by appropriate medical 

documentation. 

Employees must use all available applicable paid leave before temporary 

disability leave may be granted. Temporary disability leave is limited to a maximum of 

ten (10) workdays. 

During this leave, the cost of the substitute employee will be deducted from the 

employee's pay, in accordance with district policy. 

Before returning to work, employees may be required to provide medical 

certification verifying they are medically able to resume their job duties, as determined 

by the Board of Education. 

Tenure: 

Missouri's teacher tenure law became effective on July 1, 1970. Under this law, 

teachers who have been employed by the district for five or more consecutive years, 

or who have been offered their sixth consecutive contract, are considered tenured 

teachers. 

Teachers with fewer than five consecutive years of employment are considered 

probationary teachers and are subject to the provisions applicable to probationary 

employment. 
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Job descriptions: 

Each employee is assigned to a position each school year and works under the 

direct supervision of an administrator. Employees are responsible for performing the 

duties of their position while demonstrating professionalism and supporting the 

district's mission and goals. 

All staff members play an important role in supporting student learning. While 

teachers are directly responsible for classroom instruction, all employees contribute to 

creating a positive, safe, and successful learning environment for students. 

Teacher evaluations are based on district expectations, the Missouri Educator 

Evaluation System, Board policy, and the responsibilities outlined in the employee's 

job description. Evaluations are designed to promote professional growth, recognize 

strengths, and support continuous improvement. 

 

Instructional Aide Expectations: 

Instructional aides play an important role in supporting student learning and 

are expected to work primarily with students in one-on-one or small-group settings 

to provide targeted academic and behavioral support. 

While instructional aides may assist during whole-group instruction, their 

support should be intentional and purposeful. Examples include helping students stay 

engaged, reinforcing teacher directions, providing accommodations, monitoring 

student understanding, supporting classroom management, and assisting students 

who need additional guidance. 

Teachers are responsible for planning and communicating with instructional 

aides to ensure their time is used effectively. Regular collaboration should occur so 

aides understand instructional goals, intervention plans, student needs, and daily 

expectations. Intentional scheduling of small-group instruction and interventions 

helps maximize student growth and ensures instructional support is meaningful and 

effective. 

Personal Information and Personnel Files: 

Employees are responsible for ensuring that all personal information on file 

with the district remains accurate and up to date. This includes your current address, 

telephone number, emergency contact information, Social Security number, tax 

withholding forms, Public School Retirement System (PSRS/PEERS) information, and 

any other information necessary for payroll and employee benefits. 

If your personal information changes during the school year, please notify the 

office promptly so your records can be updated. 

Each employee has a confidential personnel file maintained in the 

administrative office. Employees may request to review their personnel file at any 

reasonable time in accordance with district procedures. 

Certified staff are required to have a valid teaching certificate and official college 

transcripts on file in the administrative office before or upon reporting for duty. As 

additional certifications, endorsements, transcripts, or professional development 
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credentials are earned, please provide copies to the office so they can be added to your 

personnel file. 

 

Professionalism: 

All staff are expected to maintain the highest standards of professionalism in 

their interactions and daily responsibilities. Employees are expected to fulfill the 

duties and responsibilities outlined in their job descriptions while contributing to a 

positive and supportive school environment. 

Professional behavior includes communicating respectfully with students, 

families, colleagues, and administrators. Personal or adult conversations should not 

take place in the presence of students, and staff should always model appropriate 

language and behavior. 

Employees are also expected to maintain professional boundaries with students 

and conduct themselves in a manner that reflects the district's commitment to 

providing a safe, respectful, and positive learning environment. 

STAFF ETHICS: 

 

The Board of Education expects that each professional and support staff 

member shall put forth every effort to promote a quality instructional program in the 

school district. An effective educational program requires professional and support 

staff services of individuals with integrity, high ideals, empathy and human 

understanding. All staff members will be expected to adhere to the general staff ethics 

endorsed by the Board. To maintain and promote these essentials all employees of the 

school district are expected to maintain high standards in their school relationships 

by adhering to the following standards:  

 

1. ​Maintain just and courteous relationships with pupils, 

parents/guardians, staff members and others.  

2. Maintain employee efficiency and knowledge of the developments in the 

appropriate fields of work.  

3. Transact all official business with the appropriate designated authorities 

of the school district.  

4. Establish and maintain friendly and intelligent cooperation between the 

community and the school district.  

5. Recognize that the welfare of children is the first concern of the school 

district. Thus, appointments to positions and promotions must be based 

solely on merit. Refrain from using pressure on school officials for 

appointment or promotion.  

6. Refrain from using school contacts and privileges to promote partisan 

politics, sectarian religious views or self-serving propaganda of any kind.  

7. Properly transmit constructive criticism of other staff members or of any 

department of the school district to the school administrator who has 

the administrative responsibility for improving the situation.  

8. Properly use and protect all school properties, 

equipment, and materials. (Adopted, 08/14/1997) 
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Dress Code/Physical Appearance:  

 

All staff are expected to maintain a neat, well-groomed, and professional 

appearance that reflects the positive image of our school and supports a productive 

learning environment. 

From Monday through Thursday, staff should wear business casual attire. 

Fridays are designated as jean days, allowing employees to wear jeans while still 

maintaining a professional appearance. 

Clothing should be modest, appropriate, and suitable for a school setting. Jeans 

should be free of holes, rips, or excessive distressing. Leggings, yoga pants, and 

similar athletic wear are not considered appropriate professional attire unless 

approved for a specific school activity or event. 

The district's staff dress expectations are outlined in Board policy and are 

expected to be followed by all employees. 

 

DRUG-FREE WORKPLACE: 

 

Student and employee safety is of paramount concern to the Board of 

Education.  Employees under the influence of alcohol, drugs, or controlled substances 

are a serious risk to themselves, to students, and to other employees. Therefore, the 

Board of  Education shall not tolerate the manufacture, use, possession, sale, 

distribution or being  under the influence of controlled substances or alcoholic 

beverages on any school  property or on any school-approved vehicle used to transport 

students to and from school  or school activities; off school property at any 

school-sponsored or school-approved  activity, event or function, such as a field trip or 

athletic event, where students are under  the jurisdiction of the school district; or 

during any period of time such employee is  supervising students on behalf of the 

school district or is otherwise engaged in school  district business. Any employee who 

violates this policy will be subject to disciplinary action, which may include 

employment suspension, termination, and referral for prosecution. Employees may be 

required to satisfactorily participate in rehabilitation programs. Each employee of this 

school district is hereby notified that, as a condition of  employment, the employee 

must abide by the terms of this policy, and will notify the  Superintendent of any 

criminal drug statute conviction for a violation occurring in or on  the premises of this 

school district or while engaged in regular employment. Such notification must be 

made by the employee to the Superintendent in writing no later than five calendar 

days after conviction. The Superintendent will provide notice in writing of such 

violation to the U.S. Department of Education, or other appropriate federal agency 

within ten calendar days after the Superintendent receives such notification, if the 

district receives any federal grants directly from such agency, as opposed to federal 

grants received through the Department of Elementary and Secondary Education. The 

District will take appropriate disciplinary action within 30 days. When it is evident 

that a staff member has consumed alcoholic beverages or illegal drugs off school 

property during, and/or before a school activity, the staff member will not be allowed 

on school property, or to participate in school activities. Staff members who violate 

this regulation will be subject to the same penalties as for possession or consumption 

on school property. 

 

The District will institute a drug-free awareness program, to inform employees 

of the dangers of drug and alcohol abuse in the workplace, of this policy of 
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maintaining a drug free workplace, of available counseling and rehabilitation, and of 

the penalties that may be imposed upon employees for drug abuse violations 

occurring in the workplace. Each employee will receive a copy of this policy. The 

Board of Education recognizes that employees who have a drug abuse problem should 

be encouraged to seek professional assistance. An employee who requests assistance 

shall be referred to a treatment facility or agency in the community if such facility or 

agency is available. The Board of Education hereby commits itself to a continuing 

good-faith effort to maintain a drug-free workplace. This policy shall be communicated 

in writing to all present and future employees. Compliance with this policy is 

mandatory. Upon request of the Department of Elementary and Secondary Education 

or an agency of the United States, the district shall certify that it has adopted and 

implemented the drug prevention program described in this policy, in the form 

required by such agency. The District shall conduct a biennial review of this policy to 

determine its effectiveness, implement necessary changes, and to ensure that the 

disciplinary sanctions are consistently enforced. (ADOPTED: May 13, 1993) 
 

 

Arrival and Departure Times: 

Staff members are expected to arrive at school by 7:30 a.m. Teachers should be 

in their classrooms and ready to welcome students by 7:45 a.m. If you are assigned a 

duty that begins at 7:30 a.m., please arrive early enough to be at your assigned 

location on time. 

At the end of the school day, staff may leave after all buses have safely departed 

unless additional responsibilities or meetings require them to remain on campus. 

Attendance at meetings called by the Superintendent or Principal, as well as 

participation on district and school committees, is considered part of each employee's 

professional responsibilities. 

 

Leaving the Campus: 

 

If it is necessary to leave campus during the workday, employees must sign out 

in the office before departing. Please indicate where you can be reached in the event of 

an emergency and sign back in upon your return by recording your arrival time. 

Leaving campus during the workday should be limited to occasional 

circumstances. Frequent absences from the building during contracted work hours 

may be deducted from available leave, in accordance with district policy. 

CTA Memberships: 

 

All staff members are encouraged to become active members of the Oak Hill 

Classroom Teachers Association (CTA). The CTA provides opportunities for 

collaboration, staff support, and fellowship throughout the school year. 

The CTA also maintains a Courtesy Fund, which is used to purchase flowers, 

cards, or other expressions of support for staff members or their immediate family 

during times of illness, hospitalization, or bereavement. 
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Employees are asked to contribute $20 annually to the Courtesy Fund. If 

additional funds are needed due to increased use throughout the year, staff may be 

asked to make a voluntary additional contribution. 

The CTA Treasurer maintains all financial records for the Courtesy Fund, and 

all deposits and expenditures are reviewed during the monthly CTA meetings. 

The CTA meets once each month, and all employees are encouraged to attend 

and participate. 

 

Monthly Staff Meetings: 

 

All staff meetings are held after school on the second Monday of each 

month. These meetings are led by the principal, Ms. Warden, and provide an 

opportunity to share important information, collaborate as a staff, and discuss school 

initiatives. Attendance is expected unless prior arrangements have been made.  

 

 Board Policies and Board Meetings: 

All employees are expected to become familiar with and comply with the policies 

adopted by the Oak Hill R-I Board of Education. Board policies provide guidance for 

the operation of the district and are available on the Oak Hill R-I website. Printed 

copies are also available in the school office upon request. 

The Board of Education typically meets on the second Thursday of each 

month. Meeting dates, times, and agendas are posted in accordance with state 

requirements and are available at the school office and on the district website. Unless 

otherwise noted, meetings begin at 6:30 p.m. and are held in the school cafeteria. 

Staff members are welcome to attend Board meetings. 

Community members or parents who wish to address the Board should contact 

the school office at least five (5) business days before the meeting so their request 

can be considered for the agenda. 

Employees who wish to present information or address the Board should first 

discuss the matter with the Superintendent. Requests should be submitted at least 

one week in advance to allow time for agenda preparation and appropriate review. 

Staff Concerns and Complaint Resolution: 

Oak Hill R-I School believes that open, respectful communication is essential to 

maintaining a positive and collaborative work environment. Staff members are 

encouraged to address questions or concerns promptly using the following process: 

1.​ Address the concern directly. Whenever appropriate, staff members 

should first attempt to resolve concerns through respectful, professional 

communication with the individual(s) involved. 

2.​ Seek administrative support. If the concern cannot be resolved through 

direct communication, it should be discussed with the 

Principal/Superintendent for review and assistance in reaching a 

resolution. 
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3.​ Board of Education review. If the matter remains unresolved, a written 

request may be submitted to the Secretary of the Board for consideration 

at a regularly scheduled Board of Education meeting or, if appropriate, 

through an individual hearing. The Board of Education serves as the 

final decision-making authority for district matters. 

Concerns regarding the administration of federal programs should follow the 

same process. If a resolution cannot be reached at the district level, concerns may be 

submitted to the Missouri Department of Elementary and Secondary Education 

(DESE) or the U.S. Department of Education in accordance with applicable 

procedures. 

Oak Hill R-I encourages staff to approach concerns with professionalism, 

mutual respect, and a shared commitment to finding solutions that best support our 

students, staff, and school community. 

 

Professional Communication and Conflict Resolution: 

Open, respectful communication is essential to maintaining a positive school 

culture. While disagreements or misunderstandings may occasionally arise, staff are 

encouraged to address concerns directly and professionally with one another before 

seeking administrative assistance. Many issues can be resolved through honest, 

respectful conversation. 

When concerns involve students or parents, timely communication is equally 

important. Whenever possible, teachers should contact the parent or guardian directly 

before involving the administration. A personal phone call is often the most effective 

way to clarify concerns, build relationships, and resolve issues. 

Likewise, when parents contact the administration with a concern, they will be 

encouraged to first communicate with the classroom teacher whenever appropriate. 

Working together through open communication helps build trust, strengthen 

partnerships, and ensure the best outcomes for our students. 

Professional Development: 

Professional development days are an important part of our commitment to 

continuous improvement and student success. Throughout the school year, these days 

provide opportunities for staff to strengthen instructional practices, collaborate with 

colleagues, and engage in meaningful professional learning. 

Whenever possible, professional development time will include collaborative 

planning with grade-level teams, departments, Title I, Special Services, and other 

support staff to ensure instruction is aligned and coordinated across all programs and 

services. Working together allows us to better meet the needs of every student. 

Professional development will also focus on analyzing student data, developing 

and refining curriculum, sharing effective instructional strategies, and making 

data-driven decisions that improve teaching and learning. As a district, we are 

committed to increasing student engagement, implementing higher Depth of 

Knowledge (DOK) learning experiences, and using evidence-based instructional 

practices to maximize student achievement. 
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Staff members are expected to actively participate in all required professional 

development activities and contribute to a collaborative culture focused on continuous 

growth and excellence. 

 

Professional Development Workshops: 

Staff members are encouraged to participate in professional development 

workshops that support district goals, instructional improvement, and professional 

growth. Attendance at workshops must be approved in advance by the Professional 

Development Committee and the administration. 

Before attending a workshop, employees should ensure that lesson plans are 

prepared, classroom responsibilities are organized, and appropriate coverage has been 

arranged for their absence. 

Professional learning is most valuable when it is shared. After attending a 

workshop or conference, staff members are expected to present key takeaways to their 

colleagues by providing a brief presentation, handout, PowerPoint, or other resource. 

Sharing new learning helps strengthen instructional practices across the district and 

promotes a collaborative culture of continuous improvement. 
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Daily Operations 

 

Open House/Open House Packet Forms: 

All teachers are expected to attend Open House and dress in professional 

attire. Please ensure your classroom is organized, welcoming, and ready to greet 

students and families. 

Open House packets will be available in the office prior to the event. These 

packets include the student/parent handbook and required district forms. Please 

distribute these materials along with any classroom-specific information you have 

prepared. 

Teachers will receive a checklist from the office to help track the required forms. 

As forms are returned, please organize them in alphabetical order and submit them 

to the office promptly. 

Please encourage families to complete and return all required forms, especially 

the Free and Reduced-Price Meal Application. Families should be reminded to 

complete this application each year, regardless of whether they believe they qualify. 

Participation data is important, as it helps determine eligibility for funding and grants 

that directly benefit our students and school. 

Consider using a classroom incentive to encourage students to return 

completed forms promptly. 

PBIS Expectations: 

At Oak Hill, we strive to create a positive school culture where everyone is 

Respectful, Responsible, and Responsive. All staff are expected to model these 

expectations and consistently reinforce them with students throughout the school 

year. 

During the first week of school, teachers should review the Student Handbook 

with their classes to ensure students understand school expectations, procedures, and 

policies. Staff should consistently implement PBIS practices, use common PBIS 

language, and refer to the behavior matrix and discipline flowchart when teaching and 

reinforcing expected behaviors. 

Regularly reviewing expectations with students throughout the year helps build 

consistency, strengthen positive behaviors, and create a safe and supportive learning 

environment for everyone. 
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Positive Behavior Interventions and Supports   

Positive Behavior Interventions and Supports (PBIS) is a proactive framework designed 

to support student success and create a positive school culture. PBIS is based on research in 

behavior and effective instructional practices. The framework provides support for all 

students through school-wide expectations, targeted interventions, and individualized 

supports when needed. 

At Oak Hill R-1, PBIS focuses on teaching and reinforcing positive behaviors, 

preventing problem behaviors, and creating a safe, supportive learning environment where all 

students can thrive. 

School-Wide Expectations 

 

BE RESPECTFUL​ ​ BE RESPONSIBLE​ ​ BE RESPONSIVE 

 

Having a small number of clearly defined expectations helps students understand 

what is expected of them in every area of the school. Because all staff use the same language 

and expectations, students receive consistent instruction and feedback regarding behavior. 

Research shows that recognizing and reinforcing positive behavior is one of the most 

effective ways to improve school climate and student success. By teaching and 

acknowledging positive behaviors, we help students develop the skills necessary to become 

responsible learners and productive citizens. 

EXPECTATIONS of STUDENTS AT OAK HILL R-1 

  

●​ Be Respectful 

●​ Be Responsible 

●​ Be Responsive 

 

EXPECTATIONS of TEACHERS AT OAK HILL R-1 

 

●​ Treat all students, parents, and community members with respect and care. 

●​ Provide a safe, structured, and positive learning environment. 

●​ Deliver high-quality instruction aligned to district curriculum and standards. 

●​ Encourage and motivate students to reach their full potential. 

●​ Model lifelong learning, responsibility, and professionalism. 

Student Acknowledgement System 

Oak Hill R-1 recognizes and celebrates students who consistently demonstrate the Raider 

Way by being Respectful, Responsible, and Responsive. 

How Students Earn Recognition 

1.​ A student demonstrates respectful, responsible, or responsive behavior. 

2.​ A staff member acknowledges the positive behavior. 

3.​ Students who go above and beyond, or have been displaying consistent expected 

behavior may receive a Raider Ticket. 
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Minor and Major Behaviors 

 

Minor Behaviors 

Minor behaviors are less severe disruptions 
that can typically be addressed by the 
classroom teacher or supervising staff 
member. These behaviors have a limited 
impact on the learning environment and can 
often be corrected through redirection, 
reteaching expectations, and appropriate 
classroom consequences. 

Minor Behavior Response 

First Offense 

●​ Parent/guardian contact 
●​ Reteaching of expectations 
●​ Natural consequences 
●​ Possible loss of privileges 

Second Offense 

●​ Parent/guardian contact 
●​ Continued reteaching of 

expectations 
●​ Natural consequences 
●​ Possible loss of privileges 

Third Offense 

●​ Office referral 
●​ Administrative review and 

intervention 

To encourage student growth and a fresh 
start, minor behavior referrals will reset to 
zero at the beginning of each quarter. 

 

 

Major Behaviors 

Major behaviors are serious actions that 
significantly disrupt the learning 
environment, threaten safety, cause harm, or 
require immediate administrative 
intervention. 

Major Behavior Response 

Major behaviors are referred directly to the 
office and investigated by administration. 
Consequences will be determined based on 
the severity, frequency, and circumstances of 
the incident. 

Possible consequences may include: 

●​ Parent/guardian contact 
●​ Administrative conference 
●​ Restorative practices 
●​ Natural consequences 
●​ Loss of privileges 
●​ Detention 
●​ In-School Suspension (ISS) 
●​ Out-of-School Suspension (OSS) 
●​ Referral to the school counselor or 

other support services 
●​ Referral to law enforcement or the 

Juvenile Office when required by 
law or deemed necessary for student 
and school safety 

Repeated or severe major behaviors may 
result in extended disciplinary consequences 
in accordance with district policy and state 
law. Student safety will remain the primary 
consideration when determining appropriate 
interventions and consequences. 
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Classroom-Managed Behaviors (Minors) 

Minor Unexpected Behavior Definition 

Inappropriate Voice Level 
 
 

Speaking at a voice level other than the one instructed by teacher or 
defined by behavior matrix 

Dress Code Violation 
 
 

Wearing clothing that falls outside the dress code policy found in the 
handbook 

KHFOOTY 
 
 

Unwanted or inappropriate physical contact  

Horseplay 
 
 

Mutual violation of KHFOOTY policy between 2 or more parties 

Public Display of Affection 
 
 

Physical contact between students of a romantic nature 
 
 

Disruption 
 
 

Talking, shouting, roaming the classroom, or other behavior that 
interrupts the ability of other students to learn 

Disrespect 
 
 

Rude or hurtful behavior towards other students or staff 

Defiance 
 
 

Refusal or failure to follow instructions in a timely manner 

Untargeted Inappropriate Language 
 
 

Profanity and other language unacceptable for school, but not used 
with the intent to target or harm other students or staff 

Loitering 
 
 

Lingering in the hallway, bathroom, cafeteria, or any other area 
while unsupervised 

Misuse of property 
 
 

Using equipment (school-provided or otherwise) for a purpose other 
than its intended one, especially to distract or disrupt 

Teasing, Taunting, and other Instigating Behavior 
 
 

Use of language, gestures, or behaviors intended to interfere with 
another student’s ability to abide by expectations 

Possession of Nuisance Item(s) Display or use of items not expressly permitted by school policy or 
teacher, but not dangerous or harmful to the owner or other 
students or staff 

Minor Theft 
 
 

Petty theft with little or no value, item returned to original owner 

Out of Area 
 
 

Going to off-limits areas (incorrect bathroom, classroom, gym, etc) 
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Office-Managed Behaviors (Majors) 

Major Unexpected Behavior Definition 

 
Verbal aggression towards others 
 

Verbal threats or swearing audibly directed at staff or other 
students. 

 
Harassment/ Sexual Harassment 
 

A student delivers disrespectful messages (verbal or gestural) to 
another person that includes threats and intimidation, obscene 
gestures, pictures, or written notes. 
 
Students engage in unwelcome sexual advances, requests for 
sexual favors, and other verbal or physical conduct of a sexual 
nature that creates a hostile or offensive environment. 

 
 
Physical aggression towards others 
 

Students engage in actions involving serious physical contact where 
injury may occur (e.g., hitting, punching, hitting with an object, 
kicking, hair pulling, scratching, throwing objects,pulling chairs out 
from underneath others, fighting etc. 

Possession of Illegal Item(s) 
 
 

Possession of or looking at sexually explicit materials, online or 
physical property. 
 
Possession of Drugs, Alcohol, Inhalants, Look Alike Drugs, etc. 
 
Possession of fireworks on school property. 

 
 
Property Damage and Vandalism  
 

Student participates in an activity that results in destruction or 
disfigurement of property that includes but not limited to: Tampering 
with staff work, computer, or personal possessions 

 
Defiance/ Disrespect/ Insubordination/ Noncompliance 
 

Sustained behavior for 10 minutes or more. 
 
Repeated behavior 3 times or more. (Look at minor data) 

 
Stealing or possession of stolen goods 
 

In possession of stolen property of high value or thievery of an item 
of high value. 
Minor theft of an item that is not returned to the owner. 

 
Arson 
 

Student plans and/or participates in malicious burning of property. 

 
Indecent Exposure 
 

Includes display of breasts, buttocks and genitals in a public 
location. 
 

 
Delinquent Behaviors 
 

See level 3 delinquent behaviors. 
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Delinquent Behavior: Level three misconduct will be handled by the superintendent/principal and may also involve the 
Board of Education and legal authorities.  There is a minimum and maximum offense for each of the following misconduct. 
 
Arson—starting a fire or causing an explosion with the intention to damage property or buildings. 
​ Minimum:  ​ 180 days out of school suspension, or expulsion; 
​ ​ ​ Contact Legal Authorities and 
​ ​ ​ Documentation in student’s discipline record 
​ Maximum:​ Expulsion (Board of Education must approve) 
​ ​ ​ Contact Legal Authorities and 
​ ​ ​ Documentation in student’s discipline record 
Assault A:  attempting to cause injury to another person; intentionally placing a person in reasonable apprehension of 
imminent physical injury. 
​ Minimum:​ 1-10 days out of school suspension, or expulsion 
​ ​ ​ Contact Legal Authorities and 
​ ​ ​ Documentation in student’s discipline record 
​ Maximum:​ 180 days out of school suspension or expulsion 
​ ​ ​ Contact Legal Authorities and 
​ ​ ​ Documentation in student’s discipline record 
Assault B:  Attempting to kill or cause serious physical injury to another. 
​ Minimum:​ Expulsion 
​ ​ ​ Contact Legal Authorities and 
​ ​ ​ Documentation in student’s discipline record 

Maximum:​ 180 days out of school suspension or expulsion 
​ ​ ​ Contact Legal Authorities and 
​ ​ ​ Documentation in student’s discipline record 
Drugs/Alcohol A:  Possession of or attendance under the influence of any unauthorized prescription drug, alcohol, narcotic 
substance, vape, counterfeit drugs, or drug-related paraphernalia. 
​ Minimum:​ 180 days out of school suspension 
​ ​ ​ Contact Legal Authorities and 
​ ​ ​ Documentation in student’s discipline record 
​ Maximum:​ Expulsion 
​ ​ ​ Contact Legal Authorities 
​ ​ ​ Documentation in student’s discipline record 
Drugs/Alcohol B:  Sale, purchase, or distribution of any prescription drug, alcohol, narcotic substance, counterfeits drugs, 
and/or drug-related paraphernalia. 
​ Minimum: ​ Expulsion 
​ ​ ​ Contact Legal Authorities 
​ ​ ​ Documentation in student’s discipline record 
Extortion—threatening or intimidating any student for the purpose of obtaining money or anything of value. 
​ Minimum:​ Superintendent/Student/Parent Conference 
​ ​ ​ In school suspension 1-10 days 
​  

Maximum:​ Superintendent/Student/Parent Conference 
​ ​ Legal authorities contacted 
​ ​ Out of School Suspension 1-10 days 

False Alarms—tampering with emergency equipment; setting off false alarms, making false reports. 
Minimum:​ Superintendent/Student/Parent Conference 

​ ​ ​ In school suspension 1-10 days 
Maximum:​ Superintendent/Student/Parent Conference 
​ ​ Legal authorities contacted 
​ ​ Out of School Suspension 1-10 days 

Theft—attempted or willful possession of stolen property. 
Minimum:​ Superintendent/Student/Parent Conference 

​ ​ ​ In school suspension 1-10 days 
Maximum:​ Superintendent/Student/Parent Conference 
​ ​ Legal authorities contacted 
​ ​ Out of School Suspension 1-10 days 

Tobacco/Vape: Possession or use of any tobacco products on school grounds, bus or at any school activity on or off campus. 
​ Minimum:​ Confiscation of product 
​ ​ ​ Superintendent/student conference 
​ ​ ​ In school suspension and 
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​ ​ ​ Contact Parents 
​ Maximum:​ Confiscation of product 
​ ​ ​ In school suspension or 
​ ​ ​ 1-10 days out of school suspension 
Serious Physical Aggression:  aggression to anyone on school property during school activities—leaves marks or blood:  
fighting, physical or sexual assaults, use of verbal, written, or symbolic language that is sexually harassing; physical contact 
that is sexually harassing; intentional harm with chemicals, equipment, school materials/supplies and intentional throwing of 
objects that could cause physical harm or property damage, etc. 

Minimum:​ 1-10 days out of school suspension, or expulsion 
​ ​ ​ Contact Legal Authorities and 
​ ​ ​ Documentation in student’s discipline record 
​ Maximum:​ 180 days out of school suspension or expulsion 
​ ​ ​ Contact Legal Authorities and 
​ ​ ​ Documentation in student’s discipline record 
Truancy:  absence from school without the knowledge and consent of parents/guardian and /or the school administration. 
​ Minimum:​ Superintendent/Student conference or 
​ ​ ​ 1-3 days in school suspension 
​ Maximum:​ Referral to Juvenile Officer 
Vandalism:  Major willful damage to real or personal property belonging to the school, staff, or students.  Restitution is 
expected. 
​ Minimum:​ Superintendent/Student/Parent Conference 
​ ​ ​ 1-3 days in school suspension 
​ ​ ​ Restitution​  
​ Maximum:​ Superintendent/Student/Parent Conference 
​ ​ ​ 1-10 days out of school suspension 
​ ​ ​ Restitution 
Weapons A:  Possession or use of any instrument or device, other than those defined in 18 U.S.C. 921 or 571.010, RSMo, 
which is customarily used for attack or defense against another person; any instrument or device used to inflict physical 
injury to another person. 
​ Minimum:​ Detention(s) 
​ ​ ​ 1-180 days out of school suspension or expulsion and 
​ ​ ​ Documentation in student’s discipline record 
​ Maximum:​ 180 days out of school suspension or expulsion and 
​ ​ ​ Documentation in student’s discipline record 
Weapons B:  Possession or use of a firearm as defined in 18 U.S.C. 921 or any instrument or device defined in 571.010, 
RSMo. 
​ Minimum:​ One calendar year suspension, or expulsion 
​ ​ ​ Contact Legal Authorities 
​ ​ ​ Documentation in student’s discipline record 
***Any other misconduct deemed by the superintendent to be of similar severity comprises zero tolerance behavior. 
 

 

Student Handbook and Discipline: 

The Student and Parent Handbook is an extension of the Teacher Handbook 

and should be used as a primary resource throughout the school year. It contains 

important information regarding student expectations, including attendance, dress 

code, bullying and cyberbullying, discipline procedures, prohibited items, 

transportation, technology, and other school policies. 

Teachers are expected to review the Student Handbook with their classes 

during the first week of school and reinforce expectations throughout the year. 

Student behavior should be addressed using our PBIS framework. Staff are 

expected to consistently follow the PBIS Behavior Matrix, Behavior Flowchart, and 

Minor vs. Major Behavior Guidelines when responding to student behavior. 

Whenever appropriate, behavior concerns should be addressed at the classroom level 

using positive behavior supports, consistent expectations, and restorative practices. 
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When office intervention is necessary, students should be referred according to 

established PBIS procedures. A completed discipline referral should accompany the 

student whenever possible. If immediate removal from the classroom is necessary for 

safety reasons, contact the office immediately and complete the referral as soon as 

possible. 

Teachers are responsible for maintaining accurate documentation of student 

behavior and parent communication. Consistent implementation of school-wide 

expectations helps ensure a safe, respectful, responsible, and responsive learning 

environment for all students. 

In-School Suspension (ISS) 

Oak Hill R-I School believes that student behavior is best addressed through 

proactive classroom management, positive behavior supports, and consistent 

implementation of our PBIS framework. In-School Suspension (ISS) is reserved for 

situations in which other interventions have not been successful or when the severity 

of the behavior warrants additional consequences. 

The district does not maintain a full-time ISS classroom. ISS is assigned only 

at the discretion of the Principal and is used sparingly. Students assigned to ISS 

will remain in a supervised location, typically the office or another designated area, 

where they will be continuously monitored by school personnel. 

Teachers should follow the district's PBIS Behavior Matrix, Behavior 

Flowchart, and Minor vs. Major Behavior Guidelines when addressing student 

behavior. Office referrals should be submitted to the Principal, who will determine the 

appropriate consequence, including whether ISS is warranted. 

When a student is assigned ISS, teachers are responsible for providing 

classroom assignments and instructional materials so the student can continue 

academic work during the placement. 

Parents or guardians will be notified of ISS assignments in accordance with 

district procedures, and all discipline documentation will be maintained by the 

administration. The district views ISS as one component of a comprehensive behavior 

support system and recognizes that additional interventions may be necessary to help 

students develop positive, appropriate behaviors. 

Classroom Procedures/Expectations: 

 

At the beginning of each school year, teachers are expected to provide families 

with important classroom information, including classroom procedures, expectations, 

the daily schedule, communication methods, and any other information that will help 

students and families have a successful school year.  

Classroom Expectations: 

At Oak Hill, every classroom is expected to support our Positive Behavioral Interventions and 

Supports (PBIS) framework by providing a safe, structured, and positive learning 

environment where all students can be successful. Classroom expectations should be 

explicitly taught, consistently reinforced, and aligned with our three Raider Way expectations: 

●​ Be Respectful 
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●​ Be Responsible 

●​ Be Responsive 

Classroom Procedures: 

Teachers are expected to establish and teach clear classroom procedures for daily routines, 

including but not limited to: 

●​ Entering and exiting the classroom 

●​ Morning arrival and dismissal 

●​ Classroom transitions 

●​ Small group and independent work 

●​ Requesting assistance 

●​ Restroom and hallway procedures 

●​ Technology use 

●​ Assignment completion and submission 

●​ Emergency procedures 

●​ End-of-day routines 

Procedures should be taught at the beginning of the school year and retaught throughout the 

year as needed. 

Teaching Expectations: 

Behavior expectations should be taught just as academic skills are taught. 

Teachers should: 

●​ Model expected behaviors. 

●​ Provide opportunities for students to practice expectations. 

●​ Reinforce positive behaviors frequently. 

●​ Reteach expectations following extended breaks or when behavior data indicates a 

need. 

●​ Maintain consistent expectations for all students. 

Seating Chart: 

Consistent seating charts are expected in all classrooms and should be 

followed during all instructional periods unless a teacher has planned a purposeful 

instructional activity that requires a temporary change. 

Maintaining assigned seating supports our PBIS expectations by promoting a 

Respectful, Responsible, and Responsive learning environment. Consistent seating 

helps minimize distractions, encourages positive student interactions, protects 

instructional time, and allows staff to actively supervise students. It also assists with 

classroom management, attendance, emergency procedures, and identifying student 

needs quickly and effectively. 

A structured and predictable classroom environment helps students know what 

is expected and contributes to a safe, organized, and successful learning experience 

for everyone. 
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Positive Reinforcement: 

Staff are encouraged to recognize and reinforce appropriate student behavior more frequently 

than correcting inappropriate behavior. 

Positive reinforcement may include: 

●​ Raider Tickets 

●​ Specific verbal praise 

●​ Classroom incentives 

●​ Positive parent communication 

●​ PBIS classroom rewards 

●​ Schoolwide recognition opportunities 

Correcting Behavior 

When inappropriate behavior occurs, staff should: 

●​ Address behaviors calmly, respectfully, and consistently. 

●​ Redirect students to the expected behavior. 

●​ Use classroom-managed interventions for minor behaviors. 

●​ Document repeated minor behaviors as outlined in the PBIS handbook. 

●​ Submit office referrals for major behaviors using established PBIS procedures. 

Whenever possible, corrections should be instructional, helping students understand the 

expected behavior rather than simply applying consequences. 

Classroom Environment: 

Teachers are expected to maintain classrooms that: 

●​ Promote safety and respect. 

●​ Are organized and conducive to learning. 

●​ Display classroom expectations in a visible location. 

●​ Include PBIS language and visual supports. 

●​ Foster positive relationships among students and staff. 

●​ Encourage student engagement and participation. 

Consistency Across the Building: 

To ensure consistency, all staff members are expected to: 

●​ Use common PBIS language throughout the school. 

●​ Follow the established behavior matrix and discipline procedures. 

●​ Reinforce schoolwide expectations in all settings. 

●​ Participate in PBIS trainings and implementation activities. 

●​ Collaborate with colleagues to support consistent student expectations. 

Building Positive Relationships: 

Strong relationships are the foundation of effective classroom management. Staff are 

encouraged to: 

●​ Greet students positively each day. 
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●​ Build meaningful connections with students. 

●​ Communicate high expectations while providing encouragement and support. 

●​ Recognize student growth and effort. 

●​ Partner with families to promote student success. 

Classroom Management Philosophy: 

Effective classroom management focuses on prevention rather than reaction. By 

establishing clear expectations, consistently teaching and reinforcing appropriate behaviors, 

and building positive relationships, staff help create learning environments where students 

feel safe, respected, engaged, and prepared to succeed academically, socially, and 

emotionally. All classroom practices should reflect Oak Hill's commitment to Positive 

Behavioral Interventions and Supports (PBIS) and our mission of helping every student 

become Respectful, Responsible, and Responsive. 

Daily Schedule: 

 

A consistent daily routine is essential for student success. While occasional 

adjustments to the schedule may be necessary due to special events or instructional 

needs, changes should be kept to a minimum whenever possible. 

Students thrive in structured, predictable learning environments. Maintaining a 

consistent daily schedule helps establish routines, maximize instructional time, and 

create a positive, orderly classroom where students know what to expect each day. 

General Staff Expectations: 

To help maintain a safe, respectful, and positive learning environment, all staff 

are expected to follow these guidelines: 

●​ Never leave your classroom or assigned area unsupervised while students are present. 

If you must step away, arrange for another staff member to supervise your students. 

●​ In the presence of students, staff should address one another using professional titles 

(Mr., Mrs., Ms., etc.). Students should also be encouraged to address staff members 

respectfully using these titles. 

●​ Teachers are expected to actively supervise their classes while traveling through the 

hallways and during all transitions. 

●​ Profane, abusive, or inappropriate language is not permitted on school property. 

●​ Students may not have soda during the school day unless it is part of a classroom 

teacher-sponsored activity or other approved school event. 

●​ If a staff member confiscates an item from a student, it should be given to the 

student's classroom teacher, who will be responsible for determining when and how 

the item is returned in accordance with school procedures. 

●​ All staff and students are encouraged to help keep our campus clean by picking up 

litter whenever they see it. Taking pride in our school environment helps ensure our 

campus remains welcoming and well cared for. 

●​ Students should never be left in a classroom or other school area without adult 

supervision. 

Planning Time and Lunch Time: 

 

Planning time is an important part of the workday and is intended to support 

instructional planning, student support, collaboration, grading, communication with 

families, and other professional responsibilities. Staff are expected to use this time 
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productively to prepare for student success and meet the responsibilities of their 

position.  

Duty Expectations: 

Supervision is an important responsibility and plays a vital role in maintaining 

a safe and positive school environment. Staff members are expected to: 

●​ Arrive on time for all assigned duties. 

●​ Actively supervise students by remaining attentive, moving throughout the 

assigned area, and engaging with students as needed. 

●​ Arrange for duty coverage if they are unable to fulfill an assigned duty due to 

illness, a field trip, professional development, or another school-related activity. 

Whenever possible, please communicate with the staff member covering your 

duty and make every effort to return the favor in the future. 

Additional Responsibilities: 

Teachers may be asked to assist with extracurricular events and other school 

activities throughout the year. During basketball season, teachers rotate admission 

duties for home games. A sign-up schedule will be provided when the season begins. 

Attendance at Title I Family Engagement Nights is a required responsibility for 

all teachers. These events provide valuable opportunities to build partnerships with 

families and support student learning outside the classroom. Teachers are expected to 

actively participate and assist with planned activities during these events. 

Staff members may also have opportunities to serve on district or school 

committees. Committee participation supports the continued growth and success of 

our school community. 

Attendance: 

 

Teachers should take attendance each morning promptly after the school bell 

rings. 

Students arriving after attendance has been taken must report to the office to 

be marked tardy. The office will also verify whether the student will be eating the 

school lunch that day. 

At the end of each quarter, the office will provide teachers with attendance 

reports for each student. These reports should be sent home with students' report 

cards. 

Meal Counts and Monies: 

Teachers should submit daily lunch counts as part of the morning attendance 

process. 

Any meal payments collected from students should be placed in an envelope 

labeled with the student's name and the amount enclosed before being turned in to 

the office. 

Staff members who plan to purchase a school meal or milk should indicate 

their selection according to the established cafeteria procedures. 
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Current meal prices are as follows: 

●​ Adult Breakfast: $3.20 

●​ Adult Lunch: $4.20 

●​ Student Breakfast: $1.85 ($0.30 reduced price) 

●​ Student Lunch: $2.75 ($0.40 reduced price) 

●​ Milk: $0.35 per carton 

Meals may be paid for in advance on a daily, weekly, or monthly basis. 

Lunch/Recess: 

 

Lunch and recess for Kindergarten–2nd Grade, 3rd–5th Grade, and 6th–8th 

Grade should each be supervised by two staff members as assigned on the duty 

schedule. 

Students are expected to participate in outdoor recess unless the temperature 

is 32°F or below or weather conditions are determined to be unsafe. 

During lunch and recess supervision, staff are expected to: 

●​ Actively supervise students at all times. 

●​ Reinforce cafeteria and playground expectations. 

●​ Ensure students clean up after themselves and properly dispose of trash. 

●​ Monitor the trash cans while students discard food to help maintain a clean 

and orderly cafeteria. 

●​ Address student concerns promptly and promote a safe, respectful 

environment. 

Please refer to the duty schedule for assigned cafeteria and playground 

supervision responsibilities. 

Obstacle Course Rules: 

 

●​ Rope Climber- One student at a time. 

●​ Tightrope- Can have two students at a time. 

●​ For 3-5 and 6-8 lunch recess, at least one staff member needs to watch. 

●​ K-1 classes can only use Obstacle Course if supervised by an adult. 

 

Playground Safety:  

Active supervision is essential to maintaining a safe, positive, and enjoyable 

recess environment. Staff are expected to be actively engaged by moving throughout 

their assigned areas, monitoring student behavior, reinforcing positive choices, and 

addressing concerns promptly. 

Recess is an opportunity for students to practice being Respectful, 

Responsible, and Responsive. 

Be Respectful 

●​ Use kind words and actions with others. 

●​ Respect personal space and playground equipment. 

●​ Wait your turn and allow others an opportunity to play. 
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●​ Follow adult directions the first time they are given. 

Be Responsible 

●​ Use playground equipment only as it was designed to be used. 

●​ Walk on sidewalks and around the building. 

●​ Stay within designated playground boundaries. 

●​ Help keep the playground clean by picking up equipment and litter 

before returning to class. 

●​ Use only school-approved equipment in designated areas. 

Be Responsive 

●​ Make safe choices that protect yourself and others. 

●​ Report unsafe behavior or injuries to a staff member immediately. 

●​ Include others in games and solve conflicts appropriately. 

Playground Safety Expectations 

●​ Use swings appropriately. Do not twist, stand, jump from, or ride double 

on swings. 

●​ Kindergarten through 2nd grade students should not use the monkey 

bars unless supervised by the P.E. teacher. 

●​ No more than three students may use the turtle climber at one time, and 

students should remain seated or climb appropriately—no standing on 

top. 

●​ Only one student may use the slide at a time, while sitting and facing 

forward. Do not walk or climb up the slide. 

●​ Only two students may use a teeter-totter at one time, and standing on 

the equipment is not permitted. 

●​ Do not stand or sit on top of the monkey bars. 

●​ Bleachers are not playground equipment and should not be used for 

play. 

●​ Do not climb on backstops, fences, or pull on fencing or netting. 

●​ Students should remain away from school windows and avoid playing 

near the building. 

●​ Rough play, including wrestling, pushing, kicking, fighting, or tackling, is 

not permitted. 

●​ Football games must be two-hand touch only. 

●​ Students must remain out of the parking lot and on approved 

playground areas. 

●​ Only approved playground balls and equipment may be used. Softballs 

and softball bats may be used only in designated field areas. Baseballs 

are not permitted during recess. 

By consistently teaching and reinforcing these expectations, staff help create a 

playground environment where every student can be safe, have fun, and demonstrate 

what it means to be Respectful, Responsible, and Responsive. 

Outside Bin: 

 

At the end of each recess, students should help collect all balls and playground 

equipment and return them to the designated outdoor storage bin by the door. Staff 

should ensure equipment is properly put away before students return to the building.  
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Hallway Supervision: 

Active hallway supervision is an essential part of maintaining a safe, orderly, 

and positive school environment. Staff should be visible, attentive, and actively 

monitoring students during arrival, dismissal, class changes, restroom breaks, and 

other transitions. 

While supervising the hallways, staff should: 

●​ Reinforce our PBIS expectations by encouraging students to be Respectful, 

Responsible, and Responsive. 

●​ Ensure students walk calmly, use appropriate voice levels, and travel directly to 

their destination. 

●​ Monitor locker and backpack areas to ensure students respect one another's 

personal property. Students should never open, search through, or handle 

another student's backpack, locker, or personal belongings. 

●​ Address inappropriate behavior promptly and consistently using established 

PBIS procedures. 

●​ Encourage positive interactions and recognize students who demonstrate 

expected behaviors. 

Consistent adult presence and supervision in the hallways help prevent 

behavior concerns, protect student belongings, and create a safe and welcoming 

environment for everyone. 

Transitioning to Special Classes: 

 

Please coordinate student pick-up and drop-off locations with special area 

teachers to ensure smooth and efficient transitions throughout the day. Students 

should remain under adult supervision at all times and should never be left 

unattended in the hallways during transitions.  

 

Picking Up Your Classroom: 

 

Before dismissing students each day, please have them help tidy the classroom 

by picking up pencils, pens, papers, and any other items from the floor. Taking a few 

minutes to clean up helps maintain an organized learning environment and supports 

our custodial staff in keeping the school clean and welcoming.  

 

Counters/Blinds: 

Please keep classroom counters clear and free of unnecessary items to help 

maintain an organized, clean, and safe learning environment. 

For safety and security purposes, door window blinds should remain open so 

the classroom is visible from the hallway. Blinds may only be fully closed during 

approved emergency drills or actual emergency situations, in accordance with Board 

policy. 

Classroom Care and Maintenance: 

Teachers are responsible for maintaining a clean, organized, and safe classroom 

environment throughout the school year. Before leaving each day, please ensure: 
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●​ Floors are clear of books, papers, personal belongings, and other items 

so custodial staff can clean effectively. 

●​ Classroom windows are closed and locked. 

●​ Classroom materials and equipment are organized and secured. 

Teachers should also help care for district equipment by keeping computers, 

projectors, and other technology free of dust. When appropriate, covering equipment 

at the end of the day is encouraged to help protect it and extend its lifespan. 

At the end of the school year, teachers should have students assist with 

cleaning classroom desks by removing papers, books, and other personal items. 

Student lockers should also be emptied and thoroughly cleaned inside and out before 

summer break. 

If you notice maintenance concerns or repairs needed in your classroom or 

anywhere on campus, please report them to the office by submitting a maintenance 

work order or notifying the office staff. Any condition that presents a potential safety 

hazard should be reported to the office and maintenance immediately. If necessary, 

take appropriate steps to protect students and staff until the issue can be addressed. 

For safety reasons, students are not permitted in the maintenance office at 

any time. 

 

Thermostat:  

 

To help maintain a comfortable learning environment throughout the building, 

please do not adjust classroom thermostat settings without first consulting the 

district's maintenance staff. 

Additionally, please do not open or remove the protective security covers on 

thermostats. These covers are in place to protect district equipment and help prevent 

damage. If you have concerns about the temperature in your classroom, please notify 

the office or maintenance so the issue can be addressed. 

 

Lockers: 

Students are expected to keep their backpacks in their assigned lockers 

throughout the school day. Backpacks should not be carried from class to class unless 

authorized by a staff member or administrator. 

To help protect district technology, Chromebooks should never be stored or 

transported inside student backpacks. Students should carry their Chromebooks 

separately and according to district Chromebook procedures. 

Cell phones and smartwatches must be powered off and stored in students' 

backpacks during the school day in accordance with district policy. Personal electronic 

devices should remain out of sight and may not be used unless specifically authorized 

by a staff member for instructional purposes. 
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Assemblies: 

School assemblies are an important part of our school culture and provide 

opportunities to celebrate student success, build school community, and reinforce our 

PBIS expectations. Unless otherwise directed, all students are expected to attend 

assemblies held during the regular school day. 

Teachers are responsible for actively supervising their classes before, during, 

and after assemblies. Students should remain with their class, enter and exit quietly, 

and demonstrate behavior that reflects our PBIS expectations of being Respectful, 

Responsible, and Responsive. 

For most assemblies, students should be seated by grade level with 

Kindergarten on the front row, followed by 1st through 8th grade, with the oldest 

students seated toward the back. At the conclusion of the assembly, lower grade 

levels will be dismissed first, followed by the remaining grades as directed. 

Class Parties: 

Classroom parties for Kindergarten through 5th grade are typically held for 

Halloween, Christmas, Valentine's Day, and Easter. Unless otherwise 

communicated, parties are generally scheduled during the last hour of the school 

day to minimize interruptions to instructional time. 

Students should not wear party accessories or costumes during the 

instructional day unless the activity has been approved as part of a designated school 

event. 

For 6th through 8th grade, classroom celebrations are at the discretion of the 

teachers and should be planned in a manner that supports the educational 

environment and minimizes the loss of instructional time. 

 

School Forms:  

 

Common staff forms, including Request for Leave, Request for 

Reimbursement, Field Trip Sack Lunch Requests, Time Sheets, Maintenance 

Work Orders, and other frequently used documents, are available in the workroom 

near the staff mailboxes. 

If you are unable to locate the form you need or have questions about 

completing it, please contact the office for assistance. 

Staff Mailboxes 

Each staff member is assigned a mailbox for school-related correspondence and 

communications. Mailboxes should be checked at least once each school day, 

preferably before students arrive and again before leaving for the day. 

Staff are responsible for reviewing all materials distributed through their 

mailbox, including announcements, forms, meeting information, and other school 

communications. Time-sensitive items should be addressed promptly. 
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School mailboxes are intended for professional, school-related business only. 

Personal use, commercial advertisements, fundraising materials, or distribution of 

non-school-related items must receive prior administrative approval. 

Telephone Use: 

Staff members may use the office phone to make work-related calls. When 

using the office phone, please use Line 2 or Line 3 whenever possible to help keep the 

main telephone line available for incoming calls, school business, and emergencies. 

Please be mindful of the length and necessity of long-distance calls billed to the 

district. Personal use of school telephones should be limited and should not interfere 

with daily school operations. 

Supplies and Purchasing: 

The school maintains a supply room with commonly used classroom and office 

supplies. Additional supplies are also available in the teachers' workroom. If you are 

unable to locate an item you need, please notify the secretary. 

Requests for supplies that are not currently available must be approved before 

they are purchased or ordered. Unless prior arrangements have been made with the 

bookkeeper, all district purchases must be made using an approved purchase 

order. Teachers are responsible for completing the purchase order, obtaining the 

Superintendent or Principal’s approval, and submitting the approved form to the 

bookkeeper before placing an order or making a purchase. 

To help maintain security and organization, students should not be sent to 

the supply room or staff mailboxes to retrieve supplies or materials. 

The school also maintains a supply of donated student school supplies for 

students in need. These items are located in the cabinets beneath the staff mailboxes 

on the left side of the workroom. If you have a student who could benefit from these 

supplies, please feel free to access them as needed. 

Textbooks and Instructional Materials: 

Textbooks and other instructional materials are inventoried at the end of each 

school year using the inventory forms provided by the office. Teachers are responsible 

for ensuring that all assigned textbooks, workbooks, and any newly purchased 

instructional materials are accurately accounted for. 

When classroom supplies, textbooks, or other instructional materials are 

delivered, please verify that all items listed on the packing slip have been received. 

After confirming the shipment is complete and accurate, submit the packing slip to 

the bookkeeper so payment can be processed promptly. 

Inventory and School Property 

All staff members are responsible for maintaining accurate inventories of 

district-owned equipment, instructional materials, furniture, technology, and other 

assigned resources located in their classrooms or work areas. 

Employees should: 
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●​ Maintain an up-to-date inventory of assigned district property. 

●​ Label and organize materials when appropriate. 

●​ Notify the office or administration when equipment is moved to another 

location. 

●​ Report lost, stolen, or damaged items as soon as possible. 

●​ Exercise reasonable care to protect school property from loss, theft, or 

damage. 

●​ Complete inventory verification requests or audits as directed by the 

district. 

Teachers are encouraged to conduct periodic classroom inventory checks 

throughout the school year and prior to the end of each school year to ensure all 

district-owned property is accounted for. 

District-owned equipment, furniture, technology, and instructional materials 

may not be removed from school property for personal use without prior 

administrative approval. Upon separation from employment or reassignment, all 

district-owned property must be returned in good condition, allowing for normal wear 

and tear. 

Maintaining accurate inventories helps protect district resources, supports 

budgeting and purchasing decisions, and ensures instructional materials remain 

available for student learning. 

Kitchen and Cooler Procedures: 

To maintain food safety and comply with health regulations, the kitchen is 

restricted to kitchen staff and authorized maintenance personnel only. Staff 

should not enter the kitchen unless permission has been granted by cafeteria 

personnel. 

When using coolers for field trips or school activities, please return them clean, 

emptied of all food and beverages, and rinsed out as soon as possible after 

returning to school. Promptly returning clean coolers helps cafeteria staff prepare for 

future events and maintain sanitary conditions. 
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Instruction and Learning 

 

Instructional Vision 

At Oak Hill, we are committed to providing high-quality instruction that ensures 

every student has the opportunity to learn, grow, and achieve success. Our 

instructional practices are grounded in high expectations, meaningful relationships, 

and a belief that all students can make continuous academic, social, and emotional 

progress. 

To support this vision, all instructional staff are expected to: 

●​ Maintain high expectations for all students while providing appropriate 

support and encouragement. 

●​ Deliver standards-aligned instruction using Missouri Learning Standards 

and district-approved curriculum. 

●​ Utilize a variety of evidence-based instructional strategies to meet the 

diverse needs of learners. 

●​ Create engaging, student-centered learning experiences that promote 

critical thinking, collaboration, creativity, and problem-solving. 

●​ Differentiate instruction to ensure access and success for all students, 

including those requiring additional support or enrichment. 

●​ Use formative and summative assessment data to guide instructional 

decisions and monitor student progress. 

●​ Establish classrooms that are safe, welcoming, and conducive to learning 

through consistent implementation of PBIS expectations. 

●​ Foster positive relationships with students and families to support 

academic and personal growth. 

●​ Integrate appropriate instructional technology to enhance learning and 

prepare students for future success. 

●​ Collaborate with colleagues through professional learning communities, 

data discussions, and shared instructional planning to continuously 

improve teaching and learning. 

Our Commitment 

We believe effective instruction is intentional, engaging, and responsive to 

student needs. Every lesson should have a clear learning target, provide opportunities 

for active student participation, include frequent checks for understanding, and end 

with evidence of student learning. 

As educators at Oak Hill, we are committed to continuous professional growth, 

reflective practice, and collaboration as we strive to ensure every student leaves our 

classrooms prepared for success in school and beyond. Our collective responsibility is 

to inspire curiosity, build confidence, and empower students to become lifelong 

learners while exemplifying our PBIS values of being Respectful, Responsible, and 

Responsive every day. 
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Student Engagement 

Student engagement is essential to academic achievement and a positive school 

culture. At Oak Hill, we believe students learn best when they are actively involved in 

meaningful, relevant, and challenging learning experiences. Staff are expected to 

create classrooms where students are engaged as active participants in the learning 

process rather than passive observers. 

Expectations for Student Engagement 

Instruction should: 

●​ Provide clear learning targets and success criteria. 

●​ Actively involve students in learning through discussion, collaboration, 

problem-solving, and hands-on experiences. 

●​ Encourage critical thinking, creativity, and real-world application of 

knowledge. 

●​ Include opportunities for student choice, voice, and ownership of 

learning when appropriate. 

●​ Be differentiated to meet the diverse needs, interests, and readiness 

levels of students. 

●​ Incorporate a variety of instructional strategies and appropriate 

technology to maximize engagement. 

●​ Include frequent checks for understanding and opportunities for 

meaningful feedback. 

Engaging Learning Environments 

Teachers are expected to create classroom environments that: 

●​ Foster a sense of belonging and mutual respect. 

●​ Promote positive student relationships and collaboration. 

●​ Encourage perseverance, curiosity, and a growth mindset. 

●​ Celebrate student effort, progress, and achievement. 

●​ Minimize downtime by maintaining well-planned lessons and smooth 

transitions. 

●​ Establish routines and expectations that maximize instructional time. 

Monitoring Engagement 

Teachers should regularly monitor student participation and engagement by: 

●​ Observing student involvement during instruction. 

●​ Using formative assessments to gauge understanding. 

●​ Providing timely feedback and adjusting instruction based on student 

needs. 

●​ Encouraging all students to participate and ensuring equitable 

opportunities for engagement. 

●​ Reflecting on instructional practices and making adjustments to improve 

student outcomes. 
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Depth of Knowledge (DOK) 

Oak Hill is committed to providing rigorous instruction that challenges students 

to think critically, solve problems, and apply their learning in meaningful ways. 

Teachers are expected to intentionally incorporate a variety of Depth of Knowledge 

(DOK) levels into daily instruction and assessment to promote higher-order thinking 

and student achievement. 

Understanding Depth of Knowledge 

Depth of Knowledge (DOK), developed by Norman Webb, measures the level of 

cognitive complexity required for students to complete a task. While all four levels are 

important, effective instruction provides students with opportunities to engage in 

increasingly complex thinking. 

●​ DOK Level 1 – Recall and Reproduction: Students recall facts, 

definitions, vocabulary, procedures, or perform simple tasks. 

●​ DOK Level 2 – Skills and Concepts: Students use information, make 

decisions, organize ideas, compare concepts, and explain their thinking. 

●​ DOK Level 3 – Strategic Thinking: Students justify reasoning, analyze 

information, solve complex problems, draw conclusions, and support 

their answers with evidence. 

●​ DOK Level 4 – Extended Thinking: Students apply learning through 

investigations, research, projects, or tasks that require planning, 

synthesis, and sustained reasoning over time. 

Instructional Expectations 

Teachers are expected to: 

●​ Design lessons that include opportunities for students to engage in 

multiple levels of cognitive thinking. 

●​ Move beyond simple recall by incorporating questioning, discussion, 

problem-solving, and analysis into daily instruction. 

●​ Align instructional tasks with the intended rigor of the Missouri Learning 

Standards. 

●​ Provide students with opportunities to explain, justify, and defend their 

thinking using evidence. 

●​ Use a variety of instructional strategies that encourage collaboration, 

inquiry, and critical thinking. 

●​ Differentiate learning experiences while maintaining high expectations 

for all students. 

●​ Incorporate formative assessments that measure student understanding 

across multiple DOK levels. 

Classroom Practice 

Evidence of DOK may include: 

●​ Higher-level questioning during instruction. 

●​ Student discussions that require reasoning and evidence. 

●​ Performance tasks and authentic learning experiences. 

●​ Problem-based or project-based learning opportunities. 

●​ Writing activities that require analysis, explanation, or argument. 
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●​ Real-world applications of knowledge and skills. 

Data-Driven Instruction 

Oak Hill is committed to using data to improve teaching, learning, and student 

achievement. Data-driven instruction is an ongoing process of collecting, analyzing, 

and responding to evidence of student learning to ensure every student receives the 

support and challenge needed to be successful. 

Purpose 

Student data should be used to: 

●​ Monitor student progress toward grade-level standards. 

●​ Identify individual student strengths and areas for growth. 

●​ Inform instructional planning and decision-making. 

●​ Differentiate instruction based on student needs. 

●​ Evaluate the effectiveness of instructional strategies and interventions. 

●​ Set meaningful academic goals for students and classrooms. 

Expectations for Teachers 

Teachers are expected to: 

●​ Regularly analyze formative and summative assessment data. 

●​ Use assessment results to adjust instruction and provide targeted 

support. 

●​ Monitor student progress throughout the year using classroom 

assessments, district assessments, and state assessment data. 

●​ Differentiate instruction based on student performance and learning 

needs. 

●​ Maintain accurate and current gradebook and assessment records. 

●​ Collaborate with colleagues during data meetings and Professional 

Learning Communities (PLCs) to discuss student performance and 

instructional strategies. 

●​ Develop intervention and enrichment opportunities based on identified 

student needs. 

●​ Communicate student progress with families in a timely and meaningful 

manner. 

Data Sources 

Instructional decisions should be informed by a variety of data sources, 

including but not limited to: 

●​ Classroom formative assessments 

●​ Common assessments 

●​ Summative assessments 

●​ Missouri Assessment Program (MAP) and End-of-Course (EOC) data 

●​ Standards-based assessment data 

●​ Universal screening and benchmark assessments 

●​ Progress monitoring data 

●​ Attendance, behavior, and PBIS data 

●​ Student work samples and classroom observations 
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Data Meetings and Collaboration 

Staff members are expected to actively participate in data discussions by: 

●​ Reviewing student performance data. 

●​ Identifying trends and instructional needs. 

●​ Sharing successful instructional strategies and best practices. 

●​ Establishing measurable goals for student growth. 

●​ Monitoring the effectiveness of interventions and instructional 

adjustments. 

Continuous Improvement 

Data should be viewed as a tool for continuous improvement rather than simply 

a measure of performance. Staff are encouraged to use data to reflect on instructional 

practices, celebrate student growth, identify areas for improvement, and make 

informed decisions that support academic success for every student. 

By consistently using data to guide instruction, Oak Hill staff ensure that 

teaching is responsive, intentional, and focused on helping every student achieve high 

levels of learning and growth. 

 

Curriculum Development and Lesson Planning: 

Oak Hill R-I School is committed to maintaining a high-quality curriculum that 

promotes continuous improvement and student success. Curriculum is viewed as the 

knowledge, skills, processes, and learning experiences provided to students at each 

grade level. The district supports ongoing curriculum review, evaluation, and 

refinement to ensure instruction remains aligned with the Missouri Learning 

Standards and best instructional practices. 

During the upcoming school year, the district will focus on the development of 

a comprehensive English Language Arts (ELA) curriculum. Staff will work 

collaboratively to create a vertically aligned curriculum that provides consistency 

across grade levels while meeting state standards and the needs of our students. 

Please refer to the attached curriculum template and guidelines when completing 

curriculum documents. 

Teachers are expected to maintain lesson plans at least one week in advance. 

Lesson plans should clearly outline learning objectives, instructional activities, 

assessments, and any necessary accommodations or modifications for students. 

Lesson plans will be reviewed on Mondays to support instructional planning and 

provide opportunities for feedback. 

Lesson planning should be coordinated, as appropriate, with Title I and 

Special Services staff to ensure interventions, accommodations, and support services 

are aligned with classroom instruction. Teachers should clearly identify any 

modifications or accommodations needed for individual students. 

Across all content areas, instruction should emphasize high levels of student 

engagement and rigorous Depth of Knowledge (DOK). Lessons should actively 

involve students in learning through discussion, collaboration, inquiry, 

problem-solving, and meaningful application of skills rather than passive learning or 
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rote memorization. Teachers are encouraged to design learning experiences that 

challenge students to analyze, evaluate, create, justify, and apply their knowledge in 

authentic ways. 

Instructional decisions should be driven by student data. Assessment results, 

classroom performance, and other data sources should be used to identify student 

needs, guide instructional planning, adjust interventions, and inform curriculum 

decisions. Our goal is to provide engaging, rigorous instruction that promotes 

continuous academic growth for every student. 

Jr.High Accelerated Math Classes: 

 

The sixth grade math teacher will work collaboratively with the school counselor 

and/or principal to determine appropriate math placement and scheduling for 

students. Decisions should be made using district guidelines, student data, and 

individual student needs. 

Please refer to the Student and Parent Handbook for additional information 

regarding placement criteria and procedures. 

Math: 

Math instruction should emphasize high levels of student engagement and 

rigorous Depth of Knowledge (DOK). Lessons should encourage students to explain 

their thinking, justify their strategies, solve real-world problems, collaborate with 

peers, and demonstrate conceptual understanding rather than simply finding the 

correct answer. 

Teachers should model mathematical thinking by demonstrating how to show 

work on a separate sheet of notebook, graph, or box paper rather than writing directly 

in the workbook. (Graph paper is especially helpful when working with decimals and 

place value.) The document camera is an excellent instructional tool for modeling 

expectations, demonstrating problem-solving strategies, and thinking aloud 

throughout the learning process. 

During guided and independent practice, teachers are expected to actively 

circulate throughout the classroom, monitor student progress, and provide immediate 

feedback. Checking student work as it is completed allows teachers to quickly identify 

misconceptions, assess individual understanding, and provide timely intervention or 

enrichment. Active monitoring and ongoing feedback are key components of 

maintaining student engagement and ensuring all students experience success in 

mathematics. 

Reading: 

Teachers are encouraged to integrate English Language Arts and Social 

Studies whenever appropriate to create meaningful, engaging learning experiences. 

Nonfiction reading standards should be incorporated into Social Studies instruction, 

and fiction standards can naturally be integrated through units on myths, historical 

fiction, cultures, geography, and other related topics. 

Our instructional focus is on developing students' ability to locate, analyze, 

evaluate, comprehend, and synthesize information, rather than simply memorizing 
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facts. Lessons should provide opportunities for students to think critically, make 

connections, solve problems, and apply their learning in authentic ways. 

High levels of student engagement and Depth of Knowledge (DOK) are 

expected across all content areas. Teachers should design learning experiences that 

encourage collaboration, discussion, inquiry, and higher-order thinking while 

providing students with multiple opportunities to explain, justify, and apply their 

understanding. 

Intentional planning and cross-curricular integration help maximize 

instructional time while creating rigorous, relevant learning experiences that prepare 

students for success both in and beyond the classroom. 

 

Language: 

Teachers are encouraged to alternate grammar and writing units to provide 

students with focused instruction while allowing ample opportunities to apply newly 

learned skills in authentic writing tasks. 

Whenever possible, integrate Social Studies into writing and research activities. 

Students should engage in meaningful writing experiences that require them to 

research historical events, cultures, geography, and other social studies topics while 

citing evidence, organizing information, and communicating their thinking effectively. 

Instruction should emphasize student engagement and higher levels of Depth of 

Knowledge (DOK) by providing opportunities for students to analyze, evaluate, 

synthesize, and defend their ideas rather than simply recalling information. 

Cross-curricular writing projects help students strengthen both literacy and content 

knowledge while promoting critical thinking, inquiry, and real-world application. 

 

Spelling: 

Spelling instruction is an important component of literacy development and is 

expected in all Kindergarten through 8th grade classrooms. 

Teachers should follow a consistent weekly spelling schedule. Students should 

receive their spelling lists either on the Friday prior to the new week or on Monday 

to allow adequate time for practice and preparation. 

Spelling assessments should be administered on Thursday or Friday each 

week. Maintaining a consistent schedule helps establish routines, supports student 

success, and provides clarity for students and families. 

 

Writing: 

Grammar and writing instruction should emphasize high levels of student 

engagement and rigorous Depth of Knowledge (DOK). Students should have frequent 

opportunities to think critically, communicate their ideas, revise their work, and apply 

grammar skills in authentic writing rather than completing isolated practice alone. 
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Teachers should model the writing process by thinking aloud, demonstrating 

sentence construction, editing, revising, and organizing ideas using the document 

camera or other instructional tools. Grammar skills should be taught in context 

whenever possible so students can immediately apply them to their own writing. 

Writing instruction should include a variety of purposes and formats, such as 

narrative, informational, argumentative, and research writing. Students should 

regularly write in response to literature, science, social studies, and real-world topics 

to strengthen cross-curricular connections and reinforce literacy skills. 

During independent writing and grammar practice, teachers are expected to 

actively circulate throughout the classroom, confer with students, provide immediate 

feedback, and monitor student progress. Lessons should include opportunities for 

collaboration, discussion, peer review, and reflection to encourage higher-order 

thinking and improve the quality of student writing. Consistent feedback and 

meaningful writing experiences help students become confident, effective 

communicators. 

Science: 

Science instruction should emphasize high levels of student engagement and 

rigorous Depth of Knowledge (DOK). Students should actively explore scientific 

concepts through inquiry, investigation, discussion, problem-solving, and hands-on 

learning experiences. Lessons should move beyond memorizing facts and encourage 

students to ask questions, analyze evidence, make predictions, explain their 

reasoning, and apply scientific concepts to real-world situations. 

Teachers are encouraged to incorporate a variety of instructional strategies, 

including demonstrations, experiments, collaborative learning, STEM activities, and 

scientific investigations that allow students to discover and construct knowledge. 

Whenever appropriate, integrate reading, writing, mathematics, and technology into 

science instruction to strengthen cross-curricular connections. 

The document camera is an excellent tool for modeling scientific processes, 

analyzing data, demonstrating procedures, and setting clear expectations for student 

work. 

During classroom activities, labs, and independent work, teachers should 

actively circulate throughout the room to monitor student understanding, ask 

higher-level questions, provide immediate feedback, and address misconceptions as 

they arise. Ongoing observation and feedback help ensure student safety, deepen 

conceptual understanding, and provide opportunities for all students to engage in 

meaningful scientific thinking. 

Social Studies: 

Social Studies instruction should emphasize high levels of student 

engagement and rigorous Depth of Knowledge (DOK). Students should move 

beyond memorizing historical facts and instead develop the skills to analyze, interpret, 

evaluate, and synthesize information from a variety of sources. 

Teachers are encouraged to incorporate primary and secondary sources, 

nonfiction texts, maps, graphs, timelines, photographs, current events, and technology 

to create meaningful learning experiences. Lessons should include opportunities for 
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inquiry, discussion, debate, problem-solving, and project-based learning that connect 

historical events and civic concepts to the world around students. 

Whenever appropriate, integrate English Language Arts standards into Social 

Studies instruction through reading, writing, research, and speaking activities. 

Students should regularly cite evidence, defend their thinking, compare multiple 

perspectives, and communicate their learning through a variety of written and oral 

formats. 

The document camera is an excellent tool for modeling source analysis, 

annotating text, examining maps and historical documents, and demonstrating 

research strategies. 

During instruction, teachers are expected to actively circulate throughout the 

classroom, facilitate meaningful discussions, ask higher-level questions, and provide 

immediate feedback. Lessons should encourage students to think critically, make 

connections across content areas, and become informed, responsible citizens by 

engaging with authentic, real-world issues. 

Workbooks: 

 

To help preserve instructional materials, please do not send entire Math or Wonders 

workbooks home with students. Instead, send only the specific lesson or pages that need to 

be completed or made up.  

Grading Practices: 

Standards-Based Grading (Kindergarten–Grade 1) 

Students in Kindergarten and Grade 1 are assessed using a standards-based 

grading system rather than traditional letter grades. This approach measures each 

student's progress toward mastering the Missouri Learning Standards and 

grade-level learning expectations. 

Standards-based grading provides families with a clear understanding of what 

students know and are able to do in specific skill areas. Rather than averaging 

assignments into a single grade, teachers evaluate student progress based on 

demonstrated learning and mastery over time. 

Performance levels are defined as follows: 

Score Description 

4 – Exceeds 

Expectations 

Consistently demonstrates understanding beyond 

grade-level expectations. 

3 – Meets Expectations Consistently demonstrates proficiency in the 

grade-level standard. 
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2 – Progressing Toward 

Expectations 

Demonstrates developing understanding but requires 

additional practice and support. 

1 – Beginning Demonstrates limited understanding and requires 

significant support to meet the standard. 

Report cards and progress reports communicate each student's current level of 

proficiency on the standards taught during the grading period. Teachers should use 

multiple sources of evidence when determining proficiency and recognize that 

students develop at different rates throughout the school year. 

Teachers are encouraged to communicate regularly with families regarding 

student progress and provide additional support and interventions when students are 

not meeting grade-level expectations. 

Traditional Grading (Grades 2–8) 

Students in Grades 2–8 are assessed using the district's traditional letter 

grading system. Grades should accurately reflect each student's level of mastery of the 

Missouri Learning Standards and course objectives. 

​ A = 93-100                 B = 82-87                    C = 72-77                    D = 62-67 
A- = 90-92​ ​ B- = 80-81​ ​ C- = 70-71​ ​ D- = 60-61 
B+ = 88-89​ ​ C+ = 78-79​ ​ D+ = 68-69​ ​ F = Below 60 

Teachers may use plus (+) and minus (–) grades to more accurately reflect 

student performance. With administrative approval, Pass/Fail grading may be used 

for select non-core courses when appropriate. 

Teachers are expected to maintain accurate, current grades and update 

TeacherEase regularly so students and families have timely access to academic 

progress. 

Grade Expectations: 

 

Teachers are expected to maintain accurate, current, and timely grade records 

throughout the school year. Student work should be graded regularly so that 

meaningful feedback is provided to students and families in a timely manner. 

A minimum of two grades per subject must be entered each week. Grades 

should be updated in TeacherEase at least once each week. This expectation applies 

to all teachers and is essential for ensuring families have access to current 

information regarding student progress. 

Consistently maintaining up-to-date grades supports student success, 

strengthens communication with families, and allows for timely intervention when 

needed. 
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Late Work (Grades 3–8) 

Students are expected to complete and submit assignments by the established 

due dates. Timely completion of assignments supports student learning, provides 

meaningful feedback, and helps students develop responsibility and organizational 

skills. 

Unless otherwise communicated by the teacher, late work will be accepted 

according to the following guidelines: 

●​ 1 school day late: 10% deduction 

●​ Each additional school day late: An additional 10% deduction per day 

●​ More than 5 school days late: Assignment receives a grade of 0 

Because some assignments are designed to assess learning during a specific 

instructional period, teachers may establish firm due dates for certain projects, 

assessments, presentations, or classroom activities that cannot reasonably be 

completed after instruction has concluded. These expectations should be 

communicated to students in advance. 

Teachers are encouraged to communicate with families when missing or late 

assignments become a pattern and to provide appropriate interventions to support 

student success. 

Daily Assignment Check/Missing Work: 

Teachers are expected to monitor student assignments daily and keep accurate 

records of missing work. Early communication with parents or guardians is 

encouraged whenever a student is consistently missing assignments or falling behind, 

allowing concerns to be addressed before they become larger issues. 

Please provide the staff supervising lunch or intervention time with a list of 

students who have missing assignments. Students assigned to complete missing work 

during these times should bring all necessary materials with them when leaving the 

classroom. 

For additional information regarding student expectations and procedures for 

missing work, please refer to the Student Handbook. 

 

Mid Quarter Reports/End of Quarter Report Cards/AR Report/ i-Ready Report: 

Progress reports are sent home at the midpoint of each quarter and with 

quarterly report cards. In addition, Accelerated Reader (AR) and i-Ready progress 

reports are distributed each quarter to keep families informed of student growth and 

achievement. 

Teachers should make every effort to ensure these reports reach families. 

Students should return a signed copy to acknowledge that the report has been 

reviewed by a parent or guardian. Consider using classroom incentives to encourage 

the prompt return of signed reports. 

Student Reading Levels: 
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After students complete STAR Reading testing, please provide the library with 

each student's current reading level as soon as possible. This information helps 

ensure students are matched with books that are appropriate for their reading ability 

and supports their continued growth. 

Please also keep an updated copy of your students' reading levels in your 

Substitute Teacher Binder so substitute teachers can assist students in selecting 

appropriate reading materials when needed. 

 

District Assessments: 

District assessments, including i-Ready, STAR, and MAP, are scheduled 

throughout the school year. Please refer to the shared Google Calendar or the printed 

assessment calendar provided by the office for testing windows and administration 

dates. It is important that assessments are administered within the designated testing 

windows to ensure accurate data and compliance with district and state requirements. 

To help students perform their best, all assessments should be administered in 

a quiet, controlled testing environment with minimal distractions. Music, television, 

videos, or other unnecessary distractions should not be used during testing. Students 

who finish early should have a book to read quietly until all students have completed 

the assessment. 

Please make testing a positive and encouraging experience for students. Help 

students understand the importance of each assessment and encourage them to take 

their time, do their best, and demonstrate what they have learned. The effort students 

put forth on these assessments provides valuable information that helps guide 

instruction and supports student growth throughout the year. 

Honor Roll: 

Students are eligible for the Honor Roll by earning all A's and/or B's in their 

core academic subjects for the grading period. 

At the end of each quarter, teachers should complete the Honor Roll and Perfect 

Attendance Report located on the Shared Drive and submit it to the office by the 

designated deadline. Timely submission helps ensure students are recognized for their 

achievements during quarterly awards programs. 

Promotion and Retention: 

The goal of Oak Hill R-I School is to place every student in the educational 

setting that best supports continued academic, social, emotional, and developmental 

growth. Promotion and retention decisions are made thoughtfully and on an individual 

basis, with the student's best interests as the primary consideration. 

Promotion is generally based on a student's demonstrated readiness to 

successfully complete the next grade level's curriculum. While students are typically 

promoted each year, retention or acceleration may be considered when it is determined 

to be in the student's best educational interest. 
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When retention is being considered: 

●​ Parents or guardians should be informed of concerns as early as possible 

throughout the school year. 

●​ Teachers should maintain documentation of interventions, parent 

communication, and student progress. 

●​ A conference involving the teacher, parent/guardian, and administration 

will be held to review the student's progress and discuss 

recommendations. 

●​ The final decision regarding grade placement rests with the 

administration. 

When making promotion or retention decisions, the following factors may be 

considered: 

●​ Academic achievement and classroom performance 

●​ State and local assessment data 

●​ Classroom assessments and progress monitoring 

●​ Teacher observations and professional judgment 

●​ Student work habits and attendance 

●​ Social, emotional, and developmental readiness 

●​ Parent/guardian input 

●​ Recommendations from intervention, Title I, counseling, and Special 

Services staff 

●​ Individual student needs and circumstances 

Students will generally not be retained more than once at the same grade level. 

For students receiving special education services, promotion and retention 

decisions will be made in consideration of the student's Individualized Education 

Program (IEP) and in collaboration with the IEP team. 

Teacher Growth, Data Binders, and Evaluation: 

Oak Hill R-I School is committed to fostering a culture of continuous 

professional growth that leads to increased student achievement. Our teacher 

evaluation process is based on the Missouri Educator Evaluation System (MEES) 

and is designed to support reflective practice, instructional improvement, and student 

success. 

Each school year, the district will identify three Missouri Teacher Standards 

as the primary focus for professional growth and evaluation. These standards will 

guide classroom observations, feedback, and professional development throughout the 

year. 

At the beginning of the school year, each teacher will work with the principal to 

develop a Professional Growth Plan aligned to the identified standards and individual 

professional goals. Growth plans will be reviewed quarterly to celebrate progress, 

discuss evidence of growth, identify areas for continued improvement, and provide 

support as needed. 

Instructional decisions should be driven by student data and evidence-based 

practices. Teachers are expected to use formative and summative assessment data to 

monitor student progress, adjust instruction, and improve learning outcomes. 
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Instruction should also reflect high levels of student engagement and rigorous 

Depth of Knowledge (DOK) to maximize student achievement. 

Each teacher will maintain a Professional Data Binder that serves as evidence 

of professional growth throughout the evaluation cycle. The binder should include, but 

is not limited to: 

●​ Professional Growth Plan 

●​ Student Learning Objective (SLO) 

●​ Collaborative team data and meeting artifacts 

●​ Student formative and summative assessment data 

●​ Evidence of instructional strategies and student growth 

●​ Formative observation feedback 

●​ Summative evaluation documentation 

●​ Professional development resources and reflections 

●​ Additional evidence that demonstrates progress toward the selected teacher 

standards 

Teachers can expect a minimum of four formative classroom observations 

throughout the school year. Following each observation, a copy of the completed 

evaluation form will be provided. Teachers are expected to meet with the principal as 

soon as reasonably possible after each observation to review feedback, celebrate 

strengths, discuss areas for growth, and identify next steps. The goal of the evaluation 

process is to provide meaningful feedback, encourage continuous improvement, and 

support every teacher in providing high-quality instruction for all students. 

Special Education and 504 Services: 

Teachers are expected to meet with the Special Education teacher to review the 

Individualized Education Programs (IEPs) and Section 504 Plans for students assigned 

to their classrooms. These are legal documents, and all accommodations, 

modifications, and services outlined in each plan must be implemented with fidelity. 

If you have questions regarding a student's IEP or 504 Plan, please consult the 

Special Education teacher or an administrator for guidance. 

To protect student privacy and maintain an appropriate learning environment, 

the Resource Room is reserved for students receiving special education services and 

authorized staff. Students who do not receive special education services should not 

enter or use the Resource Room unless specifically authorized. 

 

 

 

 

 

 

 

 

 

50 



Family and Community 

 

Family Communication: 

Teachers are expected to communicate with families on a regular basis by 

sending home classroom newsletters, updates, or other forms of communication. 

Consistent communication is a Title I requirement and plays an important role in 

building strong partnerships between home and school. Regular updates help keep 

families informed about classroom learning, upcoming events, important reminders, 

and ways they can support their child's success. 

Teachers should maintain a Title I Binder that includes copies of classroom 

newsletters, family communications, and documentation of parent contacts (phone 

calls, emails, conferences, notes, and other communication). Keeping accurate records 

helps document ongoing family engagement and ensures compliance with Title I 

requirements. 

 

School Commitment to Families: 

Oak Hill R-I School is committed to building strong partnerships with families 

to support the academic, social, and emotional success of every student. We believe 

that when schools and families work together, students are more successful. 

To support student achievement, Oak Hill R-I School and its staff will: 

●​ Provide a high-quality curriculum and effective instruction in a safe, 

supportive, and engaging learning environment that helps all students 

meet the Missouri Learning Standards. 

●​ Employ and retain highly qualified teachers and administrators 

committed to continuous improvement. 

●​ Provide high-quality instructional materials, evidence-based teaching 

practices, and ongoing professional learning for staff. 

●​ Maintain a positive school climate where students feel safe, respected, 

and supported. 

 

Parent Teacher Club (PTC): 

The Parent Teacher Club (PTC) meets monthly in the school cafeteria. Staff 

members are encouraged to attend and collaborate with families to support programs 

and activities that benefit our students and school community. 

Funds raised by the PTC are used to directly support students through 

classroom resources, school-wide initiatives, field trip assistance, student activities, 

and other educational opportunities. We appreciate the partnership between our staff, 

families, and PTC in providing meaningful experiences for our students. 

 

51 



Visitors to the School: 

To help maintain a safe and secure learning environment, all visitors are 

required to report to the school office immediately upon entering the building. Visitors 

must sign in, state the purpose of their visit, and wear a visitor badge when required. 

This expectation applies to: 

●​ Parents and guardians 

●​ Volunteers 

●​ Vendors and service providers 

●​ Former students 

●​ Community members 

●​ All other visitors 

Parents and guardians are welcome to visit the school and participate in their 

child's education. Classroom visits are encouraged; however, scheduling visits in 

advance is appreciated to minimize disruptions to instruction and allow teachers to 

provide the most meaningful experience. If an unscheduled visit would interfere with 

instructional activities, such as classroom testing or other planned lessons, the 

administrator may assist in scheduling another time. 

Individuals who are not the parent or guardian of a currently enrolled student 

should arrange classroom visits in advance through the administration unless 

otherwise approved by the principal. 

Visitors may enter classrooms only with administrative approval or by prior 

arrangement with the teacher. While observing a classroom, visitors should avoid 

interrupting instruction. Questions or concerns should be addressed during a 

scheduled conference rather than during classroom instruction. 

The administration reserves the right to limit the number of visitors, the length 

of classroom visits, or access to certain areas of the building to protect instructional 

time, student safety, and the orderly operation of the school. 

The Principal or Superintendent has the authority to deny access to or remove 

any individual whose presence is disruptive, poses a safety concern, or interferes with 

the educational environment or school operations. 

Communication with Families: 

Oak Hill staff are committed to maintaining open and ongoing communication 

with parents and guardians by: 

●​ Holding annual parent-teacher conferences to discuss student progress, 

academic goals, and ways to support student success. 

●​ Providing regular progress updates through classroom communication, 

progress reports, report cards, and other appropriate methods. 

●​ Communicating with families through phone calls, emails, conferences, 

TeacherEase, newsletters, and other school communication platforms as 

needed. 

●​ Encouraging early communication whenever academic, behavioral, 

attendance, or social-emotional concerns arise. 
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Family Engagement: 

We value the important role families play in their child's education and 

encourage parents and guardians to be active partners in the learning process. 

Families are invited to: 

●​ Volunteer in classrooms or at school events when opportunities are 

available. 

●​ Attend family engagement activities, Title I events, parent-teacher 

conferences, and school programs. 

●​ Participate in educational activities that support student learning at 

home and at school. 

●​ Share their talents, experiences, and cultural backgrounds to enrich 

classroom learning whenever appropriate. 

Together, we can create a strong partnership that supports student 

achievement and helps every child reach their full potential. 

 

Parent-Teacher Conferences and Student Retention: 

Parent-teacher conferences are held at the end of the first quarter. Report 

cards are distributed during these conferences, providing an opportunity to discuss 

student progress, celebrate successes, and identify areas for continued growth. 

Please refer to the district calendar for the scheduled dates of mid-quarter 

progress reports and second and third quarter report card distribution. 

If a teacher believes a student may be a candidate for retention, concerns 

should be identified and documented as early as possible. Teachers should maintain 

ongoing communication with parents or guardians throughout the school year 

regarding the student's academic progress and interventions that have been 

implemented. 

Before discussing retention with a parent or guardian, the teacher must 

complete the district retention documentation and meet with the Principal to review 

the recommendation. Following administrative review, a conference should be 

scheduled with the parent or guardian during the third quarter to discuss the 

student's progress, interventions, and the possibility of retention. A follow-up 

conference should be held during the early to mid-fourth quarter to review the 

student's progress and discuss the final recommendation. 

Student Transfers and Withdrawals: 

When a student transfers or withdraws from Oak Hill R-I during the school 

year, the office will initiate a transfer form for the student's teachers to complete. 

Teachers should complete all requested information promptly so student records can 

be forwarded to the receiving school without delay. 

Please ensure that current grades, academic progress, and any other requested 

information are accurate and up to date. A copy of the student's report card or current 

grade information should also be submitted to the office for inclusion in the student's 

permanent record. 

53 



Field Trips: 

Field trips are an extension of classroom learning and should provide 

meaningful educational experiences that support district curriculum and learning 

standards. 

 

●​ Each class is permitted one major educational field trip per school 

year. To maximize resources, field trips should be organized by the 

following grade-level groups whenever possible: 

○​ Kindergarten–1st Grade 

○​ 2nd–3rd Grade 

○​ 4th–5th Grade 

○​ 6th–7th Grade 

○​ 8th Grade 

●​ Additional local field trips may be approved if they are educational in 

nature, planned in advance, and transportation is available. 

●​ Teachers are encouraged to schedule field trips throughout the school 

year rather than waiting until the end of the year. 

●​ Field trips should remain within a reasonable driving distance of Oak Hill 

R-I School. Out-of-state and overnight field trips are not permitted. 

All field trips must receive administrative approval before any reservations or 

commitments are made. 

Prior to the trip, teachers are responsible for: 

●​ Submitting a complete field trip itinerary, including departure and return 

times, destinations, and planned activities. 

●​ Providing the cafeteria with at least two weeks' notice if sack lunches 

are needed. 

●​ Obtaining signed parent/guardian permission forms for every 

participating student. 

●​ Ensuring permission slips include all necessary trip information and 

emergency contact information. 

●​ Providing chaperones with written expectations and responsibilities 

before the trip. 

Transportation 

●​ School buses will be used for field trips unless otherwise approved by the 

administration. 

●​ Private vehicles may not be used to transport students without prior 

administrative approval. 

●​ Students may only leave a field trip with their parent or guardian unless 

written or verbal permission has been received from the parent/guardian 

and approved by the school. 

●​ Students who leave a field trip early must be signed out by an authorized 

adult. 

●​ Only Oak Hill R-I students may participate in school-sponsored field 

trips unless otherwise approved by the administration. 

Teacher Responsibilities 
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Teachers are responsible for: 

●​ Maintaining appropriate supervision of students at all times. 

●​ Ensuring the safety and well-being of every student. 

●​ Following the approved itinerary unless changes are approved by the 

administration. 

●​ Carrying student emergency contact information and medical 

information during the trip. 

●​ Reviewing behavior, safety expectations, and emergency procedures with 

students before departure. 

●​ Establishing a designated meeting location in the event a student 

becomes separated from the group. 

●​ Immediately notifying the administration of any emergency or unusual 

situation that occurs during the trip. 

●​ Ensuring buses and facilities are left clean and free of litter before 

departing. 

For field trips extending beyond the regular school day, permission forms 

should include an emergency contact number for at least one school employee 

attending the trip. 

Chaperone Expectations 

Parent chaperones are appreciated and play an important role in supporting 

student safety. Chaperones are expected to: 

●​ Follow the teacher's directions at all times. 

●​ Actively supervise assigned students. 

●​ Enforce school expectations throughout the trip. 

●​ Model appropriate behavior and represent Oak Hill R-I School positively. 

Student Expectations 

All school rules and PBIS expectations remain in effect during field trips. 

Students are expected to: 

●​ Be Respectful, Responsible, and Responsive at all times. 

●​ Follow directions from teachers and chaperones immediately. 

●​ Demonstrate appropriate behavior that reflects positively on themselves, 

their families, and Oak Hill R-I School. 

●​ Respect people, property, and facilities visited during the trip. 

●​ Remain with the assigned group unless given permission by a 

supervising adult. 

Failure to follow school expectations may result in disciplinary consequences 

and/or the loss of future field trip privileges. 

Student safety is always the highest priority. Teachers and chaperones are 

expected to make decisions that ensure the well-being of all students throughout the 

duration of the trip. 
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After-School Activities and Student Supervision: 

All after-school activities, including practices, games, clubs, tutoring sessions, 

and other student events, must be scheduled through the office and added to the 

school calendar to prevent scheduling conflicts and ensure families receive accurate 

information. 

Sponsors are responsible for obtaining a signed permission form before a 

student participates in an activity. Permission forms should include emergency 

contact information and a list of individuals authorized to pick up the student. These 

forms should be kept on file by the activity sponsor throughout the season or activity. 

Staff members are responsible for actively supervising students for the entire 

duration of the activity and must remain with students until every student has 

been picked up. Students should never be left unattended while waiting for 

transportation. 

Students are expected to arrange transportation home before attending an 

after-school activity. Requests to call home for permission to stay after school should 

generally not be permitted unless the activity schedule has changed unexpectedly. If a 

student needs to make a phone call after an activity, the student should remain under 

staff supervision and should never be sent to the office alone. 

If an activity extends beyond the regular workday, the activity sponsor is 

responsible for ensuring the building is secured in accordance with district procedures 

or coordinating with administration if assistance is needed. Before leaving, staff 

should also ensure that classrooms, gyms, cafeterias, or other areas used for the 

activity are clean, organized, and ready for the next school day. 

Substitutes:  

If you know in advance that you will need to be absent for a doctor's 

appointment, professional development, personal business, or another planned event, 

please complete a Request for Leave (Blue Slip) and submit it to the office so a 

substitute can be arranged. 

Board policy requires at least 48 hours' notice for planned leave whenever 

possible. However, if you know about your absence earlier, we appreciate receiving 

your request as soon as possible to allow adequate time to secure a substitute. 

While illnesses cannot be planned, please notify the principal as soon as you 

know you will be unable to report to work. If possible, notification the evening before 

your absence is greatly appreciated, as it helps provide additional time to arrange for 

classroom coverage. 

You may contact the principal by: 

●​ Cell Phone: (573) 453-6305 

●​ Facebook Messenger: Breanna Warden 
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Substitute Teacher Binder: 

All teachers are expected to maintain a current and organized Substitute 

Teacher Binder. The binder should be kept in an easily accessible location within the 

classroom at all times, as unexpected absences or emergencies can occur without 

advance notice. 

A well-prepared substitute binder helps ensure continuity of instruction, 

maintains classroom routines, and provides substitutes with the information they 

need to effectively supervise and support students. 

Each Substitute Teacher Binder should include, at a minimum: 

●​ Daily classroom schedule 

●​ Class roster 

●​ Seating chart(s) 

●​ Student usernames and passwords 

●​ Current student reading levels 

●​ Classroom procedures and expectations 

●​ PBIS expectations, behavior matrix, and classroom behavior plan 

●​ Emergency procedures (fire, tornado, earthquake, intruder, etc.) 

●​ Duty schedule 

●​ Classroom and school map (if applicable) 

●​ Student medical alerts, allergies, or other important information that 

substitutes are authorized to know 

●​ Procedures for attendance, lunch count, and dismissal 

●​ Emergency contact information for the office and neighboring teachers 

●​ Instructions for technology, classroom equipment, and instructional materials 

●​ General classroom routines, including restroom, hallway, and transition 

procedures 

●​ One or more emergency lesson plans or activities that can be used if no lesson 

plans are available 

Teachers are responsible for reviewing and updating their Substitute Teacher 

Binder throughout the school year to ensure all information remains accurate and 

current. 
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Health and Safety 

 

Student Immunizations: 

Oak Hill R-I School complies with all Missouri Department of Health and 

Senior Services immunization requirements for school attendance. 

Students must meet current state immunization requirements before attending 

school unless they qualify for a medical, religious, or "In Progress" exemption as 

permitted by Missouri law. A complete immunization record must be provided upon 

enrollment and maintained in each student's health file. 

The district maintains individual health records for all students, including 

immunization documentation provided by parents or guardians. Parents will be 

notified if additional immunizations or documentation are needed to remain in 

compliance with state requirements. 

Students who qualify for an exemption must provide the appropriate 

state-approved documentation. Medical exemptions must be completed by a licensed 

healthcare provider, and religious exemptions must be completed in accordance with 

Missouri law. 

In the event of an outbreak of a vaccine-preventable disease, students with 

exemptions may be excluded from school as required by state law to protect the health 

and safety of all students and staff. 

The district will maintain all required immunization records and reports in 

accordance with state regulations and will notify families of any deficiencies or 

upcoming immunization requirements. Questions regarding immunization 

requirements should be directed to the school office. 

Administering Medication: 

To ensure the safety of our students and compliance with district policy, only 

designated, trained medication personnel may administer prescription or 

over-the-counter medications to students. At Oak Hill R-I, Ms. Warden and Mr. Josiah 

are the designated medication administrators. 

Before any medication can be administered, the following requirements must be 

met: 

●​ A completed and signed parent/guardian medication authorization form must 

be on file in the office. 

●​ Medication must be provided in its original labeled container with clear dosage 

and administration instructions. 

●​ Prescription medications must have the pharmacy label intact. 

●​ Over-the-counter medications must also be accompanied by the required 

authorization and administered according to district procedures. 

All medications should be brought directly to the office at the beginning of the 

school day and will remain secured in the office until administered or sent home. 

Students should not carry medication unless authorized by district policy and a 

physician's order. 
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A medication administration log will be maintained for all medications 

administered to students in accordance with district procedures. 

Student health history and medication authorization forms are collected at the 

beginning of each school year and maintained in the office. 

Faculty and staff who are not designated medication administrators are not 

permitted to administer medication to students. If a student requires medication 

during the school day, please refer the student to the office. 

Student Clothing Assistance: 

If a student needs a change of clothes during the school day, please check with 

the school counselor before sending the student to the office. The counselor will assist 

in locating appropriate clothing if needed. 

The student clothing bins located in the staff workroom should be checked 

regularly and kept organized. Staff are encouraged to help ensure clothing is neatly 

stored and that the inventory is replenished as needed so items are readily available 

for students. 

Communicable Disease Procedures: 

To help maintain a safe and healthy school environment, students and staff 

who have, or have been exposed to, a communicable or infectious disease may be 

restricted from attending school when there is a risk of transmitting the illness to 

others. Individuals may return to school when they meet district guidelines, applicable 

public health recommendations, or have been cleared by a healthcare provider, as 

appropriate. 

The district is committed to protecting the privacy and confidentiality of all 

students and staff regarding medical information. Information related to a 

communicable disease will be shared only with individuals who have a legitimate 

educational, health, or safety need to know. Unauthorized disclosure of confidential 

medical information is prohibited and may result in disciplinary action. 

The district follows all applicable Board policies and regulations regarding 

communicable diseases for students and staff. Current Board policies are available on 

the district website, and printed copies may be reviewed in the school office upon 

request. 

Injuries: 

 

The safety and well-being of our students is a top priority. If a student is 

injured during the school day, the student should be assessed by at least one staff 

member in addition to the staff member supervising at the time of the injury, 

preferably the school counselor or another designated staff member. 

All student injuries should be reported to the office as soon as possible. An 

injury report must be completed and kept on file for documentation purposes. 

In the event of a serious injury or medical emergency, do not move the student 

if doing so could cause further injury. Notify the office, school counselor, or an 

administrator immediately so appropriate emergency procedures can be initiated. 
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An Automated External Defibrillator (AED) is located in the office near the 

entrance door. Staff should be familiar with its location and follow district emergency 

procedures if its use becomes necessary. 

First Aid Kits: 

Each classroom is equipped with a first aid kit located on the hook behind the 

teacher's desk. Please use the classroom first aid kit to provide basic first aid for minor 

injuries whenever appropriate, rather than sending students to the office. 

First aid kits will be inspected and restocked each quarter. If your classroom 

needs additional supplies before the scheduled restocking, please notify the office so 

the necessary items can be provided promptly. 

 

Blood Borne Pathogen (BBP) Exposure Prevention: 

If a spill involves blood or other potentially infectious body fluids, do not 

attempt to clean it yourself. Only trained custodial staff using the appropriate 

personal protective equipment (PPE) should clean and disinfect areas following a 

potential bloodborne pathogen (BBP) exposure. 

If a cleanup is needed, keep students and staff away from the affected area and 

notify the office or custodial staff immediately. If you have questions or are unsure 

how to respond to a situation involving body fluids, please contact the office for 

assistance. 

Crisis Management Plan: 

Oak Hill R-I School maintains a comprehensive Crisis Management Plan 

designed to guide the district in responding effectively to emergencies and crisis 

situations. The safety and well-being of our students, staff, and visitors is our highest 

priority. 

All employees are expected to become familiar with the district's Crisis 

Management Plan and understand their roles and responsibilities during emergency 

situations. Regular safety drills and training are conducted throughout the school year 

to ensure staff and students are prepared to respond appropriately. 

If you have questions regarding emergency procedures or your responsibilities 

during a crisis, please contact the Crisis Coordinator or an administrator. A copy of 

the district's Crisis Management Plan is available for staff review. 

 

Emergency Procedures and Safety: 

The safety of our students and staff is our highest priority. Every staff 

member is expected to be familiar with all emergency procedures and prepared to 

respond appropriately in any situation. 

Each classroom is equipped with: 

●​ A Red Emergency Poster displayed near the classroom door. 
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●​ A Red Emergency Backpack containing emergency supplies. 

●​ A classroom emergency flip chart and evacuation map. 

Teachers are responsible for ensuring that the student roster contained in the 

Red Emergency Backpack is accurate and updated throughout the school year. 

Emergency procedures for fire, tornado, earthquake, lockdown, evacuation, 

and other emergencies are posted in each classroom. Staff should become familiar 

with these procedures and regularly review expectations with students. Emergency 

drills are conducted throughout the school year as required by state law and should 

always be treated as real emergencies. 

During all drills and emergencies: 

●​ Students should remain calm, quiet, and attentive to staff directions. 

●​ Teachers are responsible for actively supervising students and following 

established procedures. 

●​ Students should not talk unless directed to do so so they can hear 

important instructions. 

●​ Teachers should take their Red Emergency Backpack whenever 

evacuating the classroom. 

Emergency drills are conducted to prepare for real-life situations. Consistent 

practice and adherence to procedures help ensure the safety of everyone in our school 

community. 

Student Restraint: 

Oak Hill R-I School is committed to maintaining a safe learning environment 

while using proactive, positive behavior supports whenever possible. 

Reasonable physical restraint may only be used when necessary to protect a 

student, staff member, or others from imminent harm, to prevent serious property 

damage, or when otherwise permitted by district policy and state law. Physical 

restraint should never be used as a form of discipline or punishment. 

Staff members who may be required to implement restraint procedures will 

receive approved training in safe restraint techniques. Any incident involving physical 

restraint must be reported to the administration immediately and documented 

according to district procedures. 

Child Abuse and Neglect Reporting: 

The safety and well-being of students is a shared responsibility. Under Missouri 

law, all school employees are mandated reporters and are legally required to report 

any reasonable suspicion of child abuse or neglect. 

If a staff member suspects that a child may be the victim of abuse or neglect, he 

or she must: 

●​ Immediately make a report to the Missouri Child Abuse and Neglect 

Hotline at 1-800-392-3738 (or through the state's online reporting 

system, when applicable). 
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●​ Notify the building administrator after the report has been made so the 

district can provide appropriate support. 

Informing an administrator does not fulfill an employee's legal responsibility to 

report suspected abuse or neglect. Each mandated reporter is individually responsible 

for ensuring a report is made in accordance with state law. 
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Technology 

 

 

Chromebook Expectations: 

Students should use only the Chromebook assigned to them. Teachers are 

responsible for monitoring Chromebook use and ensuring devices are being used 

appropriately throughout the school day. 

When transporting Chromebooks, students should carry them with both hands 

and use them only while seated at a desk or other approved workspace. Chromebooks 

should never be used on the floor or carried open. 

Staff should actively supervise students during computer-based activities, 

especially while students are taking Accelerated Reader (AR) quizzes or other 

assessments, to ensure academic integrity and that each student is completing only 

their own work. 

At the end of each day, please ensure all Chromebooks are returned to the 

charging cart, properly plugged in, and ready for use the following school day. 

Technology and Acceptable Use: 

The district provides technology resources to support teaching, learning, 

communication, and daily operations. The use of district technology, including 

computers, Chromebooks, email, Google Drive, and Internet access, is a privilege, not 

a right. All staff are expected to use these resources responsibly, professionally, and in 

accordance with district policy. 

Staff members are expected to: 

●​ Use district technology for educational and work-related purposes. 

●​ Protect usernames, passwords, and confidential information by 

never sharing login credentials. 

●​ Maintain professional communication when using district email 

and electronic resources, recognizing that these communications 

may be subject to review and public records requests. 

●​ Respect copyright laws and intellectual property rights when using 

digital resources. 

●​ Safeguard student and staff privacy by protecting confidential 

information. 

●​ Report any suspected security concerns, technology issues, or 

misuse of district technology to the Technology Department or 

administration immediately. 

The district complies with the Children's Internet Protection Act (CIPA) by using 

Internet filtering and other security measures to help protect students and staff from 

inappropriate online content. Staff members should notify the Technology Department 

if they believe an educational website has been incorrectly blocked or if they encounter 

inappropriate online material. 

The following activities are prohibited: 

●​ Accessing, creating, or distributing inappropriate, obscene, or 

unlawful content. 
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●​ Using another person's account or sharing passwords. 

●​ Attempting to bypass district Internet filters or network security. 

●​ Installing unauthorized software or applications. 

●​ Damaging, altering, or disrupting district technology or network 

systems. 

●​ Using district technology for personal financial gain, political 

activity, or other unauthorized purposes. 

●​ Engaging in hacking, cyberbullying, harassment, or any unlawful 

online activity. 

All users are expected to follow appropriate digital citizenship and electronic 

communication practices. Inappropriate use of district technology may result in the 

loss of technology privileges, disciplinary action, and, when applicable, referral to law 

enforcement in accordance with district policy. 

Email and Technology Use: 

District email and Google Drive accounts are provided for school-related 

business only. Please use these accounts for professional communication and district 

work. 

Please remember that school email and electronic records may be subject to 

Missouri Sunshine Law requests. As a result, all communications should remain 

professional and appropriate for a public record. 

A Password Log template is available on the Shared Drive. Please complete the 

form and submit it to Ms. Warden as requested. 

 

Student Login Information: 

Please keep an up-to-date list of student usernames and passwords in your 

Substitute Teacher Binder. Having this information readily available allows 

substitute teachers to access instructional programs and technology resources with 

students, ensuring continuity of learning during teacher absences. 

 

Active Supervision/Personal Cell Phone Use: 

To promote active supervision and maintain a focused learning environment, 

staff are expected to limit personal cell phone use during the workday. Personal cell 

phone calls, texting, and other non-work-related phone use should be limited to 

emergencies or approved break times. 

During instructional time and while supervising students, personal cell phones 

should not be used except in the event of an emergency. Just as students are expected 

to keep their phones put away during instruction, staff are expected to model the 

same behavior. 

When supervising students, active supervision should always be the priority. 

This includes being attentive, engaged, interacting with students, and remaining free 

from distractions. 
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These expectations are consistent with Board policy, including the cell phone 

policy adopted on July 12, 2012, and help ensure a safe, productive, and positive 

learning environment for all students. 

 

Copies: 

Please be mindful of copy usage and help conserve district resources by making 

copies only when necessary. Whenever possible, utilize the Savvas and Wonders 

workbooks and other available instructional materials rather than creating additional 

copies. 

If you need color copies, please email the document to the office for printing. 

This helps manage printing costs and ensures the efficient use of our color copier. 

Communication with Students Through Electronic Media: 

All communication between employees and students, whether verbal, written, or 

electronic, must be professional, appropriate, and consistent with Board policy. 

Employees are expected to maintain appropriate professional boundaries with 

students at all times. 

Personal communication with students that is sexual in nature, sexually 

suggestive, romantic, or otherwise inconsistent with professional educator-student 

relationships is strictly prohibited. Violations of this policy may result in disciplinary 

action, up to and including dismissal. 

District employees should communicate with students primarily through direct, 

school-related interactions. Employees may not use personal electronic media or 

personal accounts to communicate with district students. This includes, but is not 

limited to: 

●​ Text messages 

●​ Personal email accounts 

●​ Social media platforms 

●​ Messaging applications 

●​ Other personal electronic communication platforms 

This restriction does not apply to communication between employees and their 

own children or siblings who are students in the district. 

The district provides approved communication platforms for educational 

purposes. Employees should use district-approved technology and communication 

tools to share homework, instructional materials, practice schedules, announcements, 

and other school-related information with students and families. 

Staff Email 

District email is the official method of communication for school business. Staff 

are expected to check their district email regularly throughout each workday and 

respond to messages within a reasonable timeframe, generally within one business 

day unless circumstances prevent a timely response. 
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Employees should use their district-issued email account for all school-related 

communication with colleagues, families, and community members. Email 

correspondence should remain professional, courteous, and consistent with district 

policies regarding confidentiality and appropriate use of technology. 

Staff are responsible for safeguarding confidential student and personnel 

information and should not transmit sensitive information through unsecured or 

unauthorized methods. All email communications are subject to district record 

retention policies and may be considered public records in accordance with applicable 

laws. 

Staff should promptly report suspicious emails, phishing attempts, or potential 

security concerns to the district's technology department or administration. 

 

Copyrighted Materials: 

Oak Hill R-I School is committed to complying with all applicable United States 

copyright laws. Employees are expected to respect copyright protections when using, 

reproducing, or distributing printed materials, digital resources, videos, software, 

music, photographs, and other copyrighted works. 

Staff may reproduce copyrighted materials only when the use complies with fair 

use guidelines, licensing agreements, or when written permission has been obtained 

from the copyright owner. 

The district will not knowingly purchase or use illegally copied or reproduced 

materials. Employees who knowingly violate copyright laws or district policy assume 

personal responsibility for those actions and may be subject to disciplinary action. 

Information regarding copyright and fair use guidelines is available to staff, and 

copy machines should display reminders regarding appropriate copying practices. 

Instructional materials, curriculum, assessments, presentations, and other 

resources created by employees as part of their assigned duties or during 

compensated work time are considered the property of Oak Hill R-I School District, 

unless otherwise specified by law or written agreement. 
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