Upshur County Schools

Employee Handbook
2019 – 2020

One Team Working
Together
For the Benefit of All

August 2019

Dear Upshur County Board of Education Employees,

Welcome back to a new school year! As we know, West Virginia is a
great place to live and learn. Upshur County is proud to inspire and
celebrate great leadership within our school, our community, and our families.
When making decisions, we as a school system will ask “What is best for our students?” We are
dedicated to creating schools where our children feel safe and engaged! This guides all
decisions in Upshur County as we continue to place academic, social, emotional, and character
benefits for our students at the forefront of all decisions. As we hold our students in high regard,
we expect greatness from them. Our goal is to not only provide the academic rigor necessary for
their continued success, but we also strive to emphasize leadership, service, and
citizenship. This achievement will be a collective effort of ALL Upshur County stakeholders.
I wish to applaud the work of our excellent teachers, support staff and our hard-working students
for outstanding academic and character achievement. We have so many reasons to celebrate. I
also want to thank the families of our students for instilling the importance of learning and
supporting our educational and athletic programs. I am confident that together we will continue
the tradition of Upshur Strong! People are the greatest resource of a successful
school system. Families and community support are essential to accomplish our goals. Upshur
County appreciates the sustained support provided so unselfishly by our families, community
members, and local businesses and industry. We pledge to continue to work hard to make our
academic and extracurricular programs even stronger to ensure our students are successful and
prepared for the future. They deserve no less!

Sincerely,

2

Contents
OVERVIEW ................................................................................................................................................. 7
STRATEGIC PRIORITIES .......................................................................................................................... 7
Mission Statement ................................................................................................................................. 7
Core Beliefs .......................................................................................................................................... 7
Goals for 2019 – 2020........................................................................................................................... 7
Equal Opportunity ................................................................................................................................. 8
GENERAL INFORMATION ....................................................................................................................... 8
Upshur County Schools ........................................................................................................................ 8
Board of Education Members ............................................................................................................... 8
Central Office Directory ....................................................................................................................... 8
2019 – 2020 School Calendar ............................................................................................................. 10
2019 – 2020 School Calendar Outline of Important Dates ................................................................. 11
COMMUNICATIONS ............................................................................................................................... 12
County Website ................................................................................................................................... 12
School Calendar Requirements ........................................................................................................... 12
Blackboard .......................................................................................................................................... 12
Office 365 ........................................................................................................................................... 12
Employee Relationships...................................................................................................................... 12
HUMAN RESOURCES ............................................................................................................................. 12
Employment Term .............................................................................................................................. 13
Background Check .............................................................................................................................. 13
Seniority/Years’ Experience................................................................................................................... 13
Contracts.............................................................................................................................................. 13
Employment Records.............................................................................................................................. 13
Tuberculosis Test ................................................................................................................................... 14
Employee Identification .......................................................................................................................... 14
Duty Free Lunch ................................................................................................................................... 15
Attendance and Punctuality ................................................................................................................ 15
Reporting Absences................................................................................................................................ 15
Overtime for Non-Exempt Employees .................................................................................................... 15
Dock Days (Absences without Pay)........................................................................................................ 16
Employee Code of Conduct ................................................................................................................... 16
Outside Employment .............................................................................................................................. 16
Harassment Prohibited ............................................................................................................................ 16
3

Safe Schools ........................................................................................................................................ 17
Weapons .............................................................................................................................................. 17
Fundraising ......................................................................................................................................... 17
Conflict of Interest ................................................................................................................................ 17
Gifts to Staff ......................................................................................................................................... 17
Political Activity .................................................................................................................................... 17
Reporting Abuse or Neglect of Children ................................................................................................ 17
Mandatory Reporting of Sexual Offenses on School Premises Involving Students ........................... 18
Substance Abuse and Tobacco Control Policy ............................................................................................ 18
Technology Use ..................................................................................................................................... 18
Staff Development .................................................................................................................................. 18
Employee Performance Evaluations.......................................................................................................... 18
Probationary Employment .................................................................................................................. 19
Employee Grievance Procedure ............................................................................................................... 19
Job Vacancies ........................................................................................................................................ 19
Recruitment and Selection of Employees .................................................................................................. 19
Work Related Injuries ............................................................................................................................. 19
Transfer ............................................................................................................................................... 19
Transfer Limitations ............................................................................................................................... 20
Absences from Work .............................................................................................................................. 20
Resignation .......................................................................................................................................... 21
Retirement ........................................................................................................................................... 21
Social Networking Guidance ................................................................................................................... 22
Substitute Employees .............................................................................................................................. 22
Employee Travel ................................................................................................................................. 22
HUMAN RESOURCES – PROFESSIONAL ............................................................................................ 22
Professional Certification.................................................................................................................... 22
National Board Certification ............................................................................................................... 23
Professional Leave .............................................................................................................................. 23
Lesson Plans........................................................................................................................................ 23
Homework........................................................................................................................................... 24
Planning Period ................................................................................................................................... 24
HUMAN RESOURCES – SERVICE ......................................................................................................... 24
Service Employees .............................................................................................................................. 24
Service Classifications ........................................................................................................................ 24
Competency ........................................................................................................................................ 24

4

Service Personnel Classification Titles ............................................................................................... 25
LEGAL ....................................................................................................................................................... 27
Confidentiality: Family Educational Rights and Privacy Act (FERPA) ............................................. 27
Social Networking Guidelines ............................................................................................................ 28
Policy 5014 – Employee Code of Conduct ......................................................................................... 29
Mandatory Reporting .......................................................................................................................... 31
APPENDICES ............................................................................................................................................ 32
Professional Salary Schedule .............................................................. Error! Bookmark not defined.
Service Salary Schedule ...................................................................................................................... 33
Pay Periods.......................................................................................................................................... 34

5

THIS PAGE IS TO REMAIN IN THE HANDBOOK
All employees are provided a copy to sign and return in the handbook folder.

UPSHUR COUNTY SCHOOLS
Employee Handbook Statement of Acceptance
2019-2020 School Year
I understand and agree that the contents of this Handbook are presented as a matter of information only.
The information contained in this Handbook is merely a summary of the present policies, rules and benefits
of the Upshur County Board of Education (“School Board”), and the Handbook is not intended to be or
create an employment contract, either express or implied. To the extent that any written employment
contract contradicts any term of this Handbook, the written employment contract controls.
While the School Board offers and intends to apply the policies, procedures, rules and benefits described
herein, they are not an offer of employment, and are not intended to guarantee me employment or job
security.
I understand that the School Board also reserves the right in its sole discretion to at any time modify,
interpret, revoke, suspend, terminate or change any or all plans, policies or procedures, in whole or in part,
with or without notice. In addition, I understand that no supervisor, representative or officer of the School
Board has any authority to make any agreement contrary to the policies stated herein with any employee,
without the express written authority of the School Board.
I have received my personal copy of the Upshur County School Board’s Employee Handbook, and I have
been given an opportunity to read it and ask questions regarding its contents.

Employee’s Signature: ____________________________________

Date: ____________________

This page to remain in Handbook
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OVERVIEW
The purpose of the Upshur County Schools’ employee handbook is to assist you, professional and service
personnel, with issues related to your career within the school system. This employee handbook is designed
to provide important information regarding employment, policies and procedures, salary and benefits, job
responsibilities and other information.
Please read the contents of this handbook carefully. This is one of the many channels of communication we
maintain to create an enjoyable and productive work environment. Should you need further explanation of
the items covered, contact your supervisor or the central office.
The contents of this employee handbook are for informational purposes only and do not supersede county,
state and federal policy and code. Procedures outlined in this manual are subject to change and will be
updated as timely as possible.
This handbook is not intended to be or to create a contract of employment.

STRATEGIC PRIORITIES
The strategic priority section discusses the core principles and beliefs of Upshur County Schools. Our
desire is for the mission and core beliefs of Upshur County Schools to be reflected in the daily practices,
routines and the overall culture of our system. These vital concepts must be embraced by all employees to
foster learning environments that will most effectively impact students as we prepare them to become
productive members of our community and the global marketplace.
Mission Statement
“The mission of Upshur County Schools is to provide academic preparation, social responsibility,
employability, and a desire of lifelong learning.”
Core Beliefs
Upshur County Schools Firmly Believes:







Every student is capable of learning and experiencing success.
All students deserve exceptional staff members who care passionately about their responsibilities
and our students.
We have an obligation to challenge all students to meet higher standards than his/her current level.
That all students deserve a quality education in preparation for their future.
All students deserve to learn in a respectful, caring atmosphere within a safe, student-centered
learning environment.
It is the mutual responsibility of students, staff, parents, and community members to be committed
to and accountable for student learning.

Goals for 2019 – 2020
1. The students of Upshur County Schools will demonstrate significant and continual growth in the
acquisition of skills to be college and career ready.
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2. All students will develop the personal skills and dispositions of wellness, responsibility, cultural
awareness, self-direction, ethical character and good citizenship in an environment that is caring
and safe.
3. Foster effective communication and relationships with and among our community.
4. Provide financial resources and services to support the goals and purpose of Upshur County
Schools.
5. Provide modern, efficient facilities conducive to 21st Century learning standards and outcomes.

Equal Opportunity
“As required by federal laws and regulation, the Upshur County Board of Education does not discriminate
on the basis of sex, race, color, religion, handicapping condition, or national origin in employment or in its
educational programs and activities. Inquiries may be referred to the Title IX Coordinator, Upshur County
Board of Education, 102 Smithfield Street, Buckhannon, West Virginia 26201, phone no. 304-472-5480;
or to the Section 504 Coordinator, Upshur County Board of Education, 102 Smithfield Street, Buckhannon,
West Virginia, 26201, phone no. 304-472-5480; to the State Elimination of Sex Discrimination Project
Coordinator, phone no. 304-558-7867; or to the U.S. Department of Education’s Director of the Office for
Civil Rights, phone no. (215) 596-6795.”

GENERAL INFORMATION
Upshur County Schools
Address:
102 Smithfield Street
Buckhannon, WV 26201
Phone: 304-472-5480
Fax: 304-472-0258
Website: www.upshurschools.com
Board of Education Members
Tammy Samples, E.D.
Katie Loudin
Greenbrier Almond, M.D.
Alan Suder
Kristi Wilkerson

President of the Board
Vice President of the Board
Member
Member
Member

Central Office Directory
Superintendent’s Office
Dr. Sara Lewis-Stankus
Dr. Debra Harrison
Adrienne Hissam

Superintendent
Assistant Superintendent
Executive Secretary
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Ex. 1018
Ex. 1011
Ex. 1018

Department of Finance
George Carver
Stephanie Bennett
Kelley Collett
Sarah Wills

Treasurer
Payroll
Accounts Payable
Accountant

Ex. 1013
Ex. 1023
Ex. 1022
Ex. 1025

Department of Attendance/Student Services
Jodie Akers
Director
TeLenna Bender
Secretary

Ex. 1020
Ex. 1028

Department of Personnel
Dr. Debra Harrison
Bryan Greene
Kedron Alfred

Assistant Superintendent
Certification Officer
Secretary: Employee Absence

Ex. 1011
Ex. 1027
Ex. 1014

Department of Curriculum and Instruction/Assessment
Timothy Derico
Director

Ex. 1021

Department of Federal Programs/Homeschooling/Assessment
Jody Johnson
Director
Connie Painter
Secretary

Ex. 1070
Ex. 4486

Department of Child Nutrition
Cynthia Nesselroade
Director
Elaine Pugh
Secretary

Ex. 1015
Ex. 1026

Department of Special Education/Pre-Kindergarten
Melinda Stewart
Director
Jan Craig
Coordinator, Secondary
Roseann Harvey
Coordinator, Elementary
Lori Woods
Coordinator, Pre-Kindergarten
Crystal Smithson
Psychologist
TBD
Psychologist
TBD
Secretary
Shelly Skelton
Secretary

Ex. 1016
Ex. 1091
Ex. 1035
Ex. 1043
Ex. 1042
Ex. 1032
Ex. 1030
Ex. 1036

Department of Technology
Glenna Clutter
Director
Dusty Campbell
Technology Support Specialist

Ex. 1019
Ex. 2012

Department of Maintenance
Timothy Derico
Curriculum Director
Jeffrey Dean
Supervisor

Ex. 1090

Department of Transportation, Bus Garage
Randy Hardman
Supervisor
Deborah Poling
Secretary

Ex. 1081
Ex. 1080
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COMMUNICATIONS
Communication is an essential component in any organization. Upshur County Schools makes every effort
to provide current, up-to-date information to our students, employees, and the Upshur County community.
Effective communication helps us to better understand issues and processes which in turn builds trust and
creates an environment that fosters creativity and opens channels to effective problem solving. Several
tools are utilized to achieve this goal which is a priority of the Board of Education.
County Website
Upshur County Schools operates a website at www.upshurschools.com. Employees will find useful
resources that provide important information, documents and forms to aid them in answering questions,
resolving issues, and completing important tasks. Menus include some of the following: Board Information,
Departments, Employee Resources, Live Grades, eSchool Solutions and other quick links that provide
employee support. Please review often to keep up-to-date with the latest information.
School Calendar Requirements
Upshur County Schools recognizes that the preparation of a calendar for the instructional program of the
schools is necessary for orderly educational planning and for the efficient operation of the County in
providing no less than 180 separate days of instruction. Each spring, administrators, teachers, members of
the community and board members work in unison to put together a school calendar that meets the
requirements of the West Virginia Legislature and the West Virginia Board of Education (WVBE). Each
calendar is submitted to the WVBE for approval. See Upshur County Policy 2018.
Blackboard
Upshur County Schools utilizes Blackboard (Previously ParentLink), a telephone and messaging system,
to increase communication between administrators, teachers, parents, students, and the community. This
system provides immediate notifications related to events at schools, school closings, early dismissals,
delays, and other issues important to our constituents.
Office 365
All employees are provided Office 365 through the West Virginia Department of Education (WVDE).
Employees can send/receive messages and documents through email and other means provided by Office
365. Additionally, Microsoft office products are available through this program for all employees.
Employee Relationships
All Upshur County School employees are encouraged to participate in Board of Education meetings to
maintain awareness as to what is happening in the district and participate in the decision making process.
Board of Education meetings are scheduled for the second and fourth Tuesday of each month. Special
meetings are called as needed. Please contact the Office of the Superintendent if you desire to be placed
on the agenda.

HUMAN RESOURCES
Upshur County Schools employs approximately 720 professional, service and substitute employees. Each
individual begins his/her employment in the Human Resources Department. Criminal background check
and health screening verifications are performed on every employee to ensure the safety and well-being of
our students, staff and parent volunteers. Copies of employment contracts are maintained at the central
office. An identification badge is provided and should be worn at all times during working hours at all
locations.
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Employment Term
The employment term for all employees is a minimum of 200 days. The Board may contract with all or
part of its personnel for a longer term. The Board may also establish longer employment terms for specific
positions within the county system.
Please refer to Upshur County Schools Policy 2018, School Calendar, for complete details on rules and
regulations regarding the employment term and lost instructional time.
A part time employee shall be defined as an employee who works less than 3.5 hours per day or less than
five (5) days per week.
Background Check
West Virginia Code requires all Upshur County School employees to have a criminal background check
through the state criminal identification bureau. The fingerprinting for the background check is completed
through the Human Resources Department. The employee may be responsible for all costs associated with
the requirement. Payment in full is due at the time of fingerprinting.
Seniority/Years’ Experience
Seniority is the number of years an individual has worked in a specific classification for the Upshur County
Board of Education. Years of experience are the number of actual years worked. One Hundred ThirtyThree Days (133) worked during the fiscal year affords employees one (1) year of experience credit.
Professional years of experience must be earned from an accredited school district or related field. Service
years of experience are only awarded for experience completed in Upshur County Schools or from another
WV school system. You must get prior years of experience verified from your previous employer(s) before
you will be paid for those years of experience.
Professional employees who have previously worked for the Upshur County Board of Education as a
regularly employed employee need to request that their seniority date be prorated. If a service employee
resigns and is hired back at a later date, he/she starts over with no seniority but will receive years of
experience.
Contracts
All employees shall execute and have on file in the Department of Human Resources an appropriate
contract prior to beginning their duties. Contracts may be terminated by mutual consent of the employee and
the Board or pursuant to the provisions of West Virginia Code §18A-2-8a. Contracts do not reflect salary.
A contract provides employment in Upshur County Schools, but does not guarantee a particular assignment.
An employee may be transferred consistent with state law.
The Board may suspend or dismiss an employee at any time for immorality, incompetence, cruelty,
insubordination, intemperance, willful neglect of duty, unsatisfactory performance, conviction of a felony, or a
plea of nolo contendere to a felony charge. For a professional employee, failure to obtain appropriate
certification or revocation of a certificate annuls a contract.
Employment Records
Official employment records for all school employees are maintained at the Central Office in the
Department of Human Resources. Employment records include documents relevant to each employee’s
employment and evaluation. An employee has the right to inspect his/her own records. The members
of the Board of Education in their official capacities, superintendent, and the administrative staff, when
authorized by the superintendent or his designee, shall have the right to inspect an employee’s entire
personnel record.
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Tuberculosis Test
Upshur County Staff are no longer required to obtain Tuberculin Skin Test as a requirement for
employment. H.B. 2669 was passed by the legislature during the 2015 legislative session. This mandate
is reflected in Upshur County Policy 3015, Public Health. Note that Policy 3015, Section 6.2 states, “School
personnel found or suspected to have active tuberculosis shall have their employment suspended until the
local health officer, in consultation with the Commissioner of the Bureau of Public Health, approves a
return to work.
Employee Identification
The Upshur County Board of Education recognizes its obligation to provide a safe and secure working
environment for its employees and students. According to Upshur County Policy 5019, each employee
is issued a photo identification card to be worn at all times while on Board of Education property during
work hours. The photo identification badges must be worn above the waist and not be covered by clothing
and/or jewelry. IDs may be used as keys and are not to be shared or loaned. Access to the building(s) is
determined by the building administrator. IDs can be obtained in the Department of Human Resources.
Please report a lost or stolen ID/key card to the Department of Human Resources immediately. A
replacement fee (subject to change) may be charged for any damaged or lost identification/key card
re-issued to the employee.
School Nutrition Program
Employees have the opportunity to participate in the school nutrition program. Meal prices are subject to
change. All employees shall have their accounts paid in full on or before the last day of the employment
term. Unpaid bills will be turned in to the magistrate for collection.
For State and local Agencies and their sub-recipients use the FNS Nondiscrimination Statement.
In accordance with Federal Civil Rights law and U.S. Department of Agriculture (USDA) Civil Rights
regulations and policies, the USDA, its agencies, offices, and employees, and institutions participating in
or administering USDA programs are prohibited from discriminating based on race, color, national origin,
religion, sex, gender identity (including gender expression), sexual orientation, disability, age, marital
status, family/parental status, income derived from a public assistance program, political beliefs, or reprisal
or retaliation for prior credible activity, in any program or activity conducted or funded by USDA (not all
bases apply to all programs). Remedies and complaint filing deadlines vary by program or incident.
Persons with disabilities who require alternative means of communication for program information (e.g.,
Braille, large print, audiotape, American Sign Language, etc.) should contact the responsible Agency or
USDA's TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay
Service at (800) 877-8339. Additionally, program information may be made available in languages other
than English.
To file a program discrimination complaint, complete the USDA Program Discrimination Complaint Form,
AD-3027, found online at How to File a Program Discrimination Complaint and at any USDA office or
write a letter addressed to USDA and provide in the letter all of the information requested in the form. To
request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA
by:
(1) mail: U.S. Department of Agriculture, Office of the Assistant Secretary for Civil Rights, 1400
Independence Avenue, SW, Washington, D.C. 20250-9410;
(2) fax: (202) 690-7442; or
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(3) email: program.intake@usda.gov.
USDA is an equal opportunity provider, employer, and lender.

Duty Free Lunch
Each teacher who is employed for more than half of the class periods of the regular school day and each
service employee who is employed more than three and one-half hours per day shall be provided a daily
lunch period of not less than 30 consecutive minutes. No responsibilities or duties shall be assigned
during this duty-free period. A teacher may exchange this time for compensation or benefit mutually
agreed upon between the teacher and the building principal. Such agreement shall be in writing.
Attendance and Punctuality
All employees are expected to be present during their scheduled working hours. Absence without prior
approval, chronic absences, habitual tardiness or abuses of designated working hours are all considered
neglect of duty and will result in disciplinary actions, up to and including termination, unless otherwise
required by State or Federal law. See UCS Policy 5006
Reporting Absences
All employees are required to report their absences using the Smart Find Express Absence Reporting
System when absent for any reason, even if a substitute is not required (Refer to UCS Policy 5005). This
is necessary for appropriate record keeping and accurate pay check preparation.
From 8:00 to 10:00 p.m. each Monday, Tuesday, Wednesday, Thursday, and Sunday, the System will call
substitutes for absences reported for future jobs.
 Service Personnel:
o Cafeteria Managers and Head Custodians will contact employees in their classification by
seniority at their schools for Step-Up purposes. Individuals Stepping-Up will put their
absences in the System and Cafeteria Managers and Head Custodians will report their
absences by calling the secretary at 304-472-5480, Option 2, and leave a message.
o Other service employees are to report their absences through the system.
o Service employees who reported an absence through the system that will last longer than
originally indicated are to call the Help Desk number to have their absence extended. DO
NOT REPORT A SECOND ABSENCE THROUGH THE SYSTEM.
 Professional Personnel:
o Professional personnel are to report absences as soon as the absence is known by using the
System.
o Professionals are not to make arrangements with substitute employees without going
through the principal and the central office.
 EMPLOYEES ARE NOT TO CALL THE SECRETARY’S HOME PHONE OR CELL
PHONE TO REPORT ABSENCES.
Traveling teachers for whom substitutes are required will use the comments feature in the System to inform
the sub of their schedule for the absence period.
Overtime for Non-Exempt Employees
Non-exempt employees who have not been granted prior approval by appropriate authority to work overtime
may not arrive at their workstations or begin working earlier than their scheduled starting time and must
leave their workstations and stop working at their scheduled ending time. Taking work home without prior
approval shall not be permitted. Failure to comply with these requirements may result in disciplinary actions,
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up to and including dismissal.
Dock Days (Absences without Pay)
As set forth in Upshur County Policy 5006, absences without pay may be necessary in emergency or
unusual situations. Therefore, the Board will permit without pay, days subject to the following
restrictions: short term personal illness, d eath in immediate family, or other emergency. The employee
is required to notify the Superintendent/designee at least 24 hours in advance or as soon as practicable if
the absences is to be without pay. Any instance of absences without pay shall be brought to the attention
of the Board and should be approved only as a leave of absence as authorized under the various leave policies
listed in Upshur County Policy 5006.
Upshur County Board of Education employees shall not be absent from their assigned duties except as
authorized by the Superintendent or designated representative. No employee may be absent beyond their
accumulated leave except for reasons addressed in Upshur County Policy 5006. Any such staff member
who is willfully absent from duty without leave is subject to disciplinary action, up to and including
termination of their contract of employment.
Board approval for absences without pay will be limited to unavoidable circumstances. No
recommendation for such leave will be made for pleasure trips which conflict with instruction of students.
Dress
All county employees should dress in an appropriate manner that allows them to complete their work, meet
health requirements and not disrupt the work site. Some service employees will be required to dress
appropriately and uniformly for their position. To avoid slips and falls, employees should wear
appropriate footwear at all times.
Employee Code of Conduct
All Upshur County Board of Education employees must abide by the West Virginia Board of
Education’s Employee Code of Conduct Policy 5902 and Upshur County Policy 5014, which establishes
appropriate standards of conduct for all West Virginia school personnel.

Outside Employment
Pursuant to Upshur County Policy 5007, no employee shall engage in outside employment that may affect
his/her ability to fulfill all professional responsibilities. Doing so may constitute willful neglect of duty.
Further, employees shall not permit commercial exploitation of their professional position.
Harassment Prohibited
The Upshur County Board of Education prohibits any form of racial, sexual, religious, ethnic, or
disability harassment, or violence or any bullying or intimidation by any student, school employee or
member of the public during any school-related activity or during any education-sponsored event,
whether or not in a building or property owned, used or operated by the Board. Harassment, bullying, and
intimidation are defined in Upshur County Policy 4011.
It is the responsibility of all employees to promote and maintain an environment free of harassment,
bullying or intimidation.
Any person who believes that he/she has been the victim of harassment, intimidation or bullying by a
student, employee or member of the public, should report the alleged acts to the school principal or other
appropriate school official. Amorous relationships between employees of the Upshur County Board of
Education and its students are strictly prohibited. School employees found to have violated this prohibition
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will be subject to the penalties and disciplinary actions.
Safe Schools
It is the responsibility of every staff member to report all violations of the Student Code of Conduct, WVBE
Policy 4373/UCS Policy 4011, to the principal/lead teacher. All staff have a personal responsibility for
reducing the risk of violence and must take steps to maintain order, demonstrate mutual respect for one
another and ensure that students receive the help they need.
Weapons

Unless otherwise authorized by law, pursuant to West Virginia Code §§ 61-7-2; 61-7-11; 61-71a, no person shall possess, have under the person’s control, convey, or attempt to convey a
deadly weapon or dangerous ordnance into any school or school buildings, school premises or
school buses, or on any grounds or premises in or upon which any school activities are taking
place.
Fundraising
All fundraising activities shall be approved by the principal of each school. Procedures and record keeping
shall be in compliance with WVBE Policy 8100 (Handbook for School Finance in West Virginia).
Conflict of Interest
A school employee is prohibited from engaging in activities that are considered a conflict of interest as stated
in WV Code §61-10-15 and §§6B-1-1 to 6B-1-6.
Gifts to Staff
WV Code §§6B-1-1 to 6B-1-6 prohibits any board of education employee from soliciting or accepting,
directly or indirectly, any gift or gratuity from any person known to be interested in any matter before such
board employee. This does not apply to gifts or gratuities involving no substantial risk of affecting official
impartiality.

Political Activity
Employees and elected officials are expected to take every reasonable step to differentiate between their
activities as individuals and their official positions as employees or elected officials. No person shall, in any
room or school building, solicit in any manner any contribution for any party or political purpose from
any officer or employee of the Board. No officer or employee of the Board who has charge or control
of any school building, office or room shall allow any person to enter the same to solicit or receive any political
assessments from or to any Board officer or employee.
Reporting Abuse or Neglect of Children
According to WV Code §49-6A-2(a), when any school teacher or other school personnel has
reasonable cause to suspect that a child is neglected or abused or observes the child being subjected to
conditions that are likely to result in abuse or neglect, such person shall immediately notify the person in
charge of the school. The employee shall report the circumstances to the West Virginia Department of
Human Services. The person in charge of the school or designee (e.g. counselor) may also supplement the
report. You can call the Abuse and Neglect Hotline (1-800-352-6513) 7 days a week, 24 hours a day.
School employees found to have failed to report in a timely manner will be subject to legal penalties and/or
disciplinary actions.
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Mandatory Reporting of Sexual Offenses on School Premises Involving Students
In addition to the mandatory reporter provisions of WV Code §49-6A-2(a), WV Code § 49-2-803(c)(e)
requires mandatory reporting of sexual offenses on public or private school premises involving or
between students. A teacher or other school employee who personally observes sexual contact,
sexual intercourse or sexual intrusion of a child on school premises, school buses or other
transportation used for a school purpose must immediately, but not later than 24 hours, report the
circumstances or cause a report to be made to the State Police or other law enforcement agency having
jurisdiction to investigate. A teacher or other school employee is under the same reporting duty upon
receiving a disclosure of such activity from a witness whom a reasonably prudent person would deem
credible. However, teachers and other personnel may satisfy their duty by instead making the matter
known immediately, but within 24 hours, to the principal, assistant principal or similar person in
charge, in which case the principal, assistant principal or similar person must immediately, but within
24 hours, report the conduct to law enforcement.
A person, official or institution required to report a case involving a child known or suspected to be
sexually assaulted or abused, or a student known or suspected to have been a victim of any nonconsensual sexual contact, intercourse or intrusion, who knowing fails to do so or knowingly prevents
another person acting reasonably from doing so, is guilty of a misdemeanor punishable by not more
than six months in jail and/or a fine not more than $10,000. WV Code § 49-2-812(b). See UCS Policy
4011.1 for additional information.
Substance Abuse and Tobacco Control Policy
See WVBE Policy 4373 and Upshur County Policies 4011 and 3004
Upshur County Schools shall assure full compliance with all regulations that define a drug-free workplace.
The unlawful manufacture, distribution, dispensation, possession, or uses of a controlled substance and/or
alcohol are prohibited on school property or in conjunction with school related activities. Additionally, no
employee shall report for work on any West Virginia Department of Education or Upshur County schools
project, whether on-site or in the field, while under the influence of alcohol and/or an illegal drug.
Compliance is mandatory. Violations are subject to severe sanctions including but not limited to
termination of employment.

Technology Use
See Upshur County Policy 2009: Internet/Technology Policy
Upshur County Schools’ computers and technology are used to support learning and enhance
educational instruction. All personnel must sign the Educational Purpose and Acceptable Use of
Electronic Resources Technologies and the Internet Form indicating that they agree to abide by the provisions
of the policy. Any misuse of technology will result in disciplinary action up to and including termination.
Staff Development
All employees are required by law to attend 18 clock hours of staff development training each year. The Staff
Development Councils are responsible for proposing programs and approving credit for professional and
service employees pursuant to Upshur County Board of Education Policy. Failure to obtain the required 18
hours of staff development may result in disciplinary action against the employee, which may include
suspension or termination from employment.
Employee Performance Evaluations
The purpose of employee evaluations is to: 1. Promote professional growth and development that advances
student learning in Upshur County Schools; 2. Define and promote high standards for professional
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personnel and their performance; 3. Provide data that indicates the effectiveness of professional personnel
as one basis for sound personnel decisions; 4. Establish county and school evaluation data that serve as a
basis for professional development that specifically targets the area(s) identified for professional growth.
Probationary Employment
All regular employees serve a probationary period during their first three years of employment. After three
years of acceptable employment, an employee who enters into a new employment contract with the Board
shall be granted a continuing contract.
A teacher holding continuing contract status with one county shall be granted continuing contract with any
other county upon completion of one year of acceptable employment if such employment is during the next
succeeding school year or immediately following an approved leave of absence extending no more than
one year. For example, if an employee has been employed by Lewis County Schools and is on a continuing
contract in 2013-2014 then Upshur County Schools hired the employee for the 2014-2015 school year, the
employee would be on a probationary contract for one year. If the Upshur County Board of Education
and the employee agree to continue an employment relationship, a continuing contract will be issued
starting with the 2015-2016 school year.
Employee Grievance Procedure
Education employees may avail themselves of a grievance procedure established by WV Code §6C-2-1, et seq.
Forms for filing grievances are available from the employee’s immediate supervisor, from the Department
of Human Resources or online at www.pegb.wv.gov.
Job Vacancies
Job vacancies are posted in obvious places at all job sites and online at www.upshurschools.com and
www.wvde.state.wv.us/jobs. Interested and qualified professional and service applicants/employees must
make application for open positions prior to the deadline listed on each posted position.
Recruitment and Selection of Employees
Upshur County Schools strictly abides by WVBE Policy 5000, Procedures for Designated Hiring and
Transfer of School Personnel.
An orderly employment application procedure is followed by Upshur County Schools. The procedure
outlined in WVBE Policy 5000 allows the school district to consider eligible candidates for a position based
upon qualifications. Utilization of these processes and procedures will provide hiring committees and
principals with the ability to have a significant voice in determining the makeup of their school
communities and will provide counties with quality staff to meet ever evolving needs and enrollment.
Work Related Injuries
Any employee injured in the course of employment should report all details of the injury/accident to a
supervisor/principal immediately and complete form WC-1. The original form must be given to the
medical provider when seeking medical attention. Accident forms and procedures are located in the office
of each school or department. Supervisors/principals must complete WC-2 forms and submit along with a
copy of the initial WC-1 form within twenty-four (24) hours. If you have any questions, please contact the
Finance Department at the Central Office.
Transfer
Whenever the Upshur County Board of Education is required to reduce the number of professional
employees in its employment from an individual school, the employee with the least amount of seniority
within the needed certification area shall be transferred.
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Whenever the Upshur County Board of Education is required to reduce the number of service
employees in its employment from an individual school, the employee with the least amount of seniority in
that classification title category shall be transferred. If an employee is placed on the transfer list, he/she will
have employment for the following school year; however, the employee may be required to accept a position
at another location in which he/she is qualified. If the employee’s original position is restored before August
1 of the current year, the transferred employee has the right to return to that position.
Transfer Limitations
A professional employee may not transfer from one professional position to another until the following
school year if the transfer occurs after the twentieth day prior to the beginning of the instructional term. State
law allows limited exceptions to this provision as stated in WV Code §18A-4-7a.
The Board shall make decisions affecting promotions and the filling of any service personnel positions of
employment or jobs occurring throughout the school year that are to be performed by service personnel as
provided in WV Code §18A-4-8b, on the basis of seniority, qualifications, and evaluation of past service.
Service personnel can transfer at any time during the year except for aides. Aides are only permitted to
transfer one time during a semester; however, they can transfer as many times as they would like during
the summer months. Autism mentors/aides and special education one-on-one aides may not transfer from
one position to another until the following school year if the transfer occurs after the fifth day prior to the
beginning of the instructional term.
Reduction in Force (RIF)
In accordance with WV Code §18A-2-2, if it becomes necessary to eliminate staff positions, a fair and
orderly process will be followed. Reduction in Force (RIF) is a process whereby the total number of
positions in the school system is reduced because of:






Substantial change in size and nature of the student population.
Budgetary reasons.
Changes in the curriculum.
Other circumstances as determined by the Board of Education.

If reduction in work force is necessary, the employee(s) with the least amount of seniority in the affected area(s)
shall be notified, by registered mail, and properly released from employment pursuant to W. Va. Code §18A-22. Employees will be placed on a preferred recall list from the date of release based upon their seniority. All
employees have the right of appeal to the Board of Education.
Absences from Work
Upshur County Schools’ employees may wish, or be required to be absent from work on a short-term or longterm basis, with or without pay. An employee shall not be absent, except as authorized by Upshur County
Board of Education Policy. Any employee who is willfully absent from duty without leave is subject to
disciplinary action, up to and including termination of employment.
Employees are provided leave subject to certain requirement, as outline in Upshur County Policy 5006.




Personal Leave provides for sick leave, personal days and leave without pay (dock days). A
physician’s excuse is required for sick leave in excess of three consecutive work days.
Parental Leave Act provides extended leave for pregnancy, childbirth, infant, or adoptive
bonding.
Family and Medical Leave Act provides at least up to 12 weeks of unpaid, job-protected leave
during any 12-month period (July 1-June 30) to eligible employees for:
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o
o
o

The birth of child, adoption, or foster care.
Serious health condition.
Qualifying exigencies arising of our employee’s spouse, son, daughter, or parent on active
duty.

To be eligible for FMLA benefits an employee must:
o Have worked for the BOE for a total of 12 months.
o Have worked at least 1,250 hours in the previous 12 months (July 1-June 30).




Military Leave provides members of the National Guard or armed forces reserves leave without
loss of pay, status, or efficiency rating while on active duty orders.
Leave of Absence for up to one fiscal year (July 1 - June 30), without pay, may be granted to
regular employees for the following reasons: personal illness, continuing education, legislative
service, professional organization leadership, jury duty, court appearances, or other unforeseen
emergencies (e.g. house fire, crime victim, etc.). During a leave of absence, West Virginia
Public Insurance Agency (PEIA) program rules and regulations will apply when determining
eligibility and coverage during employee absence from work.

o An employee must provide at least 10 working days’ notice prior to the beginning of the
leave of absence or provide notification as soon as practicable.

o The board shall consider an employee to be entitled to a leave of absence for personal
illness in accordance with the definitions, criteria, and procedures set forth in the FMLA.

o An employee on a leave without pay shall notify the superintendent of his or her intent to
return to work for the next ensuing fiscal year on or before April 1 of the year that he or she
is on a leave of absence without pay.
o Employees returning from an approved leave of absence that extended for a period of one
calendar year or less shall be reemployed by the Board with the right to be restored to the
same assignment of position or duties held prior to an approved leave of absence.
o For employees returning from approved leave extending beyond one year, re-employment
to the same position is not guaranteed. Such employees shall retain all seniority, rights,
and privileges that had accrued at the time of the leave and shall have all rights and
privileges generally accorded employees at the time of reemployment.
o Leave under this policy will not be granted for more than one fiscal year at a time and
may not be intermittent.
Please reference Upshur County Policy 5006 regarding the types of leave available to employees or
contact the Human Resources Department for assistance in making application for a leave of absence
and/or questions about required documentation.
Resignation
An employee who is resigning from employment should notify, in writing, his/her immediate supervisor,
Department of Human Resources, and the Office of Finance regarding payroll and insurance. An
employee’s resignation may not be accepted during the contract term. You will want to schedule an
appointment with the Department of Human Resources if you should wish be released during your
contracted period of employment.
Retirement
An employee who is retiring should notify, in writing, his/her immediate supervisor, Department of
Human Resources, and the Office of Finance. WV Code §18A-2-2(g) describes an incentive program for
employees who provide early notification of their retirement. Notification of retirement must be in writing
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and must be received in the Department of Human Resources by March 1 in the school year in which the
individual intends to retire at the conclusion of the school year. In order to qualify for the bonus, the
classroom teacher must remain in his/her current position until the end of the current contract year.
Eligible individuals are to be paid the $500 bonus. The early notification bonus is subject to legislative
approval each year. If you have questions about your retirement plan, please contact the West Virginia
Consolidated Public Employees Retirement Board (304-558-3570).
Social Networking Guidance
Social networking is rapidly growing and used by all ages in society. Upshur County Schools has a
professional image to uphold and how we conduct ourselves online impacts this image. There have been
instances of school employees demonstrating misconduct while engaging in inappropriate activities
online. Please see Appendix A for suggested social networking guidelines for school employees.
Substitute Employees
Definition: A temporary employee that performs a service and duties during the absence of a regular
employee (professional and service).
Employee Travel
Employees are required to complete a Professional Leave Form and receive approval from their immediate
supervisor and from the central office prior to attending any activity/event. The signature of the funding
source director and the superintendent is required for approval. Professional Leaves Forms should be
submitted to the central office at least two weeks (10 working days) in advance of the activity/event.
Employees are required to submit “detailed” receipts for reimbursement along with a copy of the
professional leave form and out of county travel form.
Travel that occurs within the county must be approved in advance by your supervisor/principal and
documented on the In-County Travel Form.

HUMAN RESOURCES – PROFESSIONAL
There are two divisions of responsibility within the school system, service and professional personnel.
Professional employees as defined in W.Va. Code §18A-1-1 as persons who meet the certification
requirements of the state, licensing requirements of the state, or both, and includes the professional educator
and other professional employees.
Professional Certification
All professional educators are responsible for maintaining appropriate certification. As a courtesy, the
Department of Human Resources will notify employees the year before and during which their certificates
expire. It is advisable to complete the required renewal credit at least one year prior to the year in which
the certificate expires. Certification generally expires on June 30th of the designated year.
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WVDE Policy 5202
7.1.a. Educator. – The educator shall:
7.1.a.1. Familiarize Her/Himself with Licensure Requirements. – Every educator is
responsible for familiarizing her/himself with the West Virginia licensure and salary
classification requirements and for making application for any licensure/salary
classification to which s/he is entitled.

National Board Certification
The Upshur County Board of Education is committed to recognizing teachers who acquire certification
through the National Board for Professional Teaching Standards (NBPTS). A NBPTS certified teacher will
receive an annual bonus of $3,500 and reimbursement of the licensure fee and limited expenses through the
WVDE, WV Code §18A-4-1. In addition, the Upshur County Board of Education will provide an annual
salary bonus of $2,500 per year for the life of the certificate, up to ten years, providing he/she submits the
appropriate documentation that the teacher has achieved NBPTS Certification. Payments will be made in
equal monthly installments. The bonus will be prorated based upon the day of issuance. These payments
shall be in addition to any amounts prescribed in the applicable state minimum salary schedule and in West
Virginia Board of Education Policy 5202.
Classroom teachers who renew their NBPTS Certification shall continue to receive the salary bonus of
$2,500 providing he/she submits the appropriate documentation that the teacher has renewed their NBPTS
Certification.
Professional Leave
Employees may be granted professional leave to attend educational events, seminars, trainings, workshops,
meetings related to their professional assignments. Employees must get prior approval from their building
administrator and the appropriate central office administrator (funding source). Professional leave forms
must be completed in their entirety and submitted a minimum of two weeks before the requested leave.
Approval of all professional leave is subject to budgetary restrictions and other factors.
Lesson Plans
Pursuant to Upshur County Policy 2003, each teacher is required to have written daily lesson plans for each
class that he/she teaches that address the West Virginia College and Career Readiness Standards and
Objectives. The lesson plan will be an outline of what is to occur in the class and the order in which it will
occur and is based on long range plans/curriculum maps. Lesson plans will be in a form easily decipherable
by the principal, supervisor, or substitute teacher. Administration will review lesson plans as needed to
assure that quality instruction is taking place. Lesson plans will be reviewed at least once every quarter and
shall contain the following elements:






Lesson plans focus on delivery of instructional objectives based on the West Virginia College and
Career Readiness Standards and Objectives.
The instructional objectives of lesson plans are clear and discernible.
Lesson plans adequately cover the instructional time allotted for the class or subject.
Lesson plans are evident for classroom instruction (which could be weekly lessons or extended
project-based learning).
An introduction to a prior discussion topic for review of material that was in the previous class
period.
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Homework
Pursuant to Upshur County Policy 2003, “Homework” shall refer to those assignments to be prepared and
or completed outside of the school instructional day by the student or independently while in attendance at
school. Only assignments to which the teacher assigns value may be given as homework; the teacher shall
determine what value is placed on each assignment. The purpose of homework shall be to:






Reinforce learning and assure mastery of the West Virginia College and Career Readiness
Standards and Objectives by providing necessary practice and application.
Enrich school experiences through related home activities.
Encourage carry-over of worthwhile school activities into leisure interests of the child.
Stimulate initiative, self-direction, independence, and responsibility.
Make up work missed due to absences from school.

Planning Period
Each teacher shall be provided at least one planning period per day. This planning period shall be the length
of the usual class period in the school to which the teacher is assigned and shall not be less than 40 minutes.
Planning periods may be scheduled anytime during the work day. The teacher may exchange his/her
planning period for compensation or benefit mutually agreed upon between the teacher and the building
principal. Such agreement should be in writing. The purpose of the planning period is to prepare and
plan for teaching students.

HUMAN RESOURCES – SERVICE
Service personnel of Upshur County Schools work in numerous areas. This section covers the
classifications for this division as well as the competency tests for service employees.

Service Employees
As defined in W.Va. Code §18A-1-1, service employees are those who serve the school or schools as a
whole, in a nonprofessional capacity including such areas as secretarial, custodial, maintenance,
transportation, school lunch and aides.

Service Classifications
West Virginia Code §18A-4-8 defines service employees’ class titles. A class title means the name of a
position or job held by the service personnel. See page 22 for a listing of class titles.
Competency
Competency tests will be given to service employees to determine the qualification of new applicants
seeking initial employment in a particular classification title as either a regular or substitute employee. If
requested, a minimum of one day of appropriate in-service training will be provided to employees to assist
them in preparing to take the competency tests.
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Service Personnel Classification Titles

25

26

LEGAL

Confidentiality: Family Educational Rights and Privacy Act (FERPA)
See Upshur County Policy 4005
Upshur County Schools (hereinafter, UCS) is committed to protecting the privacy of student data while
also ensuring the availability of high-quality information about Upshur County’s public schools to guide
and inform local and statewide decision-making. The availability of high-quality information for decisionmaking is a crucial need, given the UCS’s responsibility to ensure that a thorough and efficient system of
schools is being provided and to improve student, school and school system performance and progress.
UCS is committed to ensuring the security of education records and the privacy of student and family
information throughout the school system. To fulfill its commitments and meet the information needs of
stakeholders, UCS establishes standards and procedures to guide schools, agencies, and institutions as staff
collect and manage information about students. The purpose of these procedures is to establish standards
governing the collection, maintenance, disclosure, and final disposition of education data and records and
to set forth the conditions governing privacy protections and access rights for parents and students.
It is vital that all Upshur County School employees maintain confidentiality regarding students.
Failure to comply with FERPA Regulations may lead to disciplinary action including termination.
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Social Networking Guidelines
Office of the Superintendent
Social networks are rapidly growing and used by all ages in society. Popular social networks are web-based, commercial and not
necessarily designed for educational use. These include sites like Facebook, Twitter, Instagram, Flickr, Tumblr, and Snapchat. For
individuals, social networking sites provide opportunities to stay in touch with friends and family.
Educational networking sites are also growing in use. These sites are used by educators for both professional development and
as a teaching tool, and are usually restricted to selected users and not available to the general public. These include networking tools
such as Moodle, educational wikis, district adoptions of online applications such as Edmodo, Echo, and Google Apps for Education.
Upshur County Schools has a professional image to uphold and how we conduct ourselves online impacts this image. As reported
by the media, there have been instances of school employees demonstrating misconduct while engaging in inappropriate dialogue
about their schools and/or students or posting pictures and videos of themselves engaged in inappropriate activity online. Some
people feel that being online shields them from having their personal lives examined; however, online identities are very public and
can cause serious repercussions if behavior is careless.
One of the hallmarks of online networks, both social and educational, is the ability to “friend” others—creating a group of others
that share interests and personal news. The district strongly discourages employees from accepting invitations to friend students
within personal social networking sites. The student-employee dynamic is altered when students gain access into a network of friends
and acquaintances, and are able to view personal photos and communications. It is important to maintain a professional relationship
with students to avoid relationships that could cause bias in the classroom or other school settings.
The district does recognize the value of student/teacher interaction on educational networking sites. Collaboration, resource
sharing and student/teacher and student/student dialog can all be facilitated by the judicious use of educational networking tools.
Such interactivity is a critical component of any online class and can greatly enhance face-to-face classes. This is a new means of
communication and some guidelines are in order for educational networking as well.
For the protection of your reputation, the district recommends the following practices:
Guidelines for the use of social networking sites by school employees:
 Do not accept students as friends on social networking sites. Decline any student-initiated friend requests.
 Do not initiate friendships with students.
 Remember people classified as “friends” have the ability to see and share your information with others.
 Post only what you want the world to see. Imagine students, their parents, your administrator, visiting your site. It
is not like posting something to your web site or blog and then realizing that a story or photo should be taken down.
On a social networking site, basically once you post something it may be available even after it is removed from the
site.
 Do not discuss students or co-workers.
 Visit your profile’s security and privacy settings. At a minimum, educators should have all privacy settings set to
“only friends”. “Friends of friends” and “Networks and Friends” open your content to a large group of unknown
people. Your privacy and that of your family may be at risk.
Guidelines for the use of educational networking sites by school employees:

Let your administrator, fellow employees, and parents know about your educational network.

When available, use school-supported networking tools.

Do not say or do anything that you would not say or do in the school setting. (Remember that all online
communications are stored and can be monitored).

Have a clear statement of purpose and outcomes for the use of the networking tool.

Establish a code of conduct for all network participants.

Do not post images that include students without parental release forms on file.

Pay close attention to the site’s security settings and allow only approved participants access to the site.
Guidelines for all networking sites by employees:
 Do not use commentary deemed to be defamatory, obscene, proprietary, or libelous. Exercise caution with regard
to exaggeration, colorful language, guesswork, obscenity, copyrighted materials, legal conclusions, and derogatory
remarks or characterizations.
 Weigh whether a particular posting puts your effectiveness as an employee at risk.
 Due to security risks, be cautious when installing external applications that work with the social networking site.
Examples of these sites are calendar programs and games.
 Run updated malware protection to avoid infections of spyware and adware that social networking sites might place
on your computer.
 Be careful not to fall for phishing scams that arrive via e-mail or on your wall, providing a link for you a click, leading
to a fake login page.
 If a staff member learns of information, on the social networking site, which falls under the mandatory reporting
guidelines, they must report it as required by law.
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Policy 5014 – Employee Code of Conduct
1. Scope.
1.1. Code of conduct for all Upshur County school employees.
2. Application.
2.1. This policy applies to all Upshur County school employees.
3. Purpose.
3.1

The Upshur County Board of Education recognizes that the quality of education provided
students in the public schools is most directly influenced by the capabilities and conduct of school
system employees. Consequently, the conduct of employees must demonstrate a commitment to
excellence, equity, and effectiveness in meeting the individual needs of students. High quality
service must be the expected outcome for all employees in the public schools. The purpose of
the Employee Code of Conduct is to define appropriate standards of conduct for employees in
the public schools of Upshur County. This policy sets forth appropriate conduct for employees
in the public schools.

3.2

These regulations also require that Upshur County public school employees respond
immediately and consistently to incidents of bullying, harassment, intimidation, substance abuse,
and/or violence or any other code of conduct violation that impacts negatively on students in a
manner that effectively addresses incidents, deters future incidents, and affirms respect for
individuals.

4. Employee Code of Conduct.
4.1 "Employee" shall include all school personnel employed by a county board of education whether
employed on a regular full-time basis or otherwise, and shall include other personnel such as
employees of the West Virginia Schools for the Deaf and the Blind, and all employees of West
Virginia Department of Education Institutional Programs.
4.2 All Upshur County school employees shall:
4.2.1
4.2.2

4.2.3
4.2.4
4.2.5
4.2.6
4.2.7

Exhibit professional behavior by showing positive examples of preparedness,
communication, fairness, punctuality, attendance, language, and appearance.
Contribute, cooperate, and participate in creating an environment in which all
employees/students are accepted and are provided the opportunity to achieve at the
highest levels in all areas of development.
Maintain a safe and healthy environment, free from harassment, intimidation, bullying,
substance abuse, and/or violence, and free from bias and discrimination.
Create a culture of caring through understanding and support.
Immediately intervene in any code of conduct violation that has a negative impact on
students, in a manner that preserves confidentiality and the dignity of each person.
Demonstrate responsible citizenship by maintaining a high standard of conduct, selfcontrol, and moral/ethical behavior.
Comply with all Federal and West Virginia laws, policies, regulations and procedures.
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5. Implementation.
5.1
5.2
5.3

The Upshur County Board of Education shall provide for the distribution of the Employee Code
of Conduct to all Upshur County school employees.
The Upshur County Board of Education shall provide professional development for county and
school administrators on the Employee Code of Conduct.
The Upshur County Board of Education shall provide professional development for all
employees on the Employee Code of Conduct.

6. Severability.
6.1.

If any provision of this policy or the application thereof to any person or circumstance is held
invalid, such invalidity shall not affect other provisions or applications of this rule.

7. Authority.
West Virginia Constitution, Article XII, §2 and W.Va. Code §§18-2-5, 18-2E-5, and 18A-1-1(a);
WVBE Policy 5902

Approved by the Board 8/28/01
Revised: 2/10/2015
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Mandatory Reporting
(All School Employees)

Reporting Abuse or Neglect of Children
According to WV Code §49—2-803, when any school teacher or other school personnel has
reasonable cause to suspect that a child is neglected or abused or observes the child being subjected to
conditions that are likely to result in abuse or neglect, such person shall immediately notify the person in
charge of the school. The employee shall report the circumstances to the West Virginia Department of
Human Services. The person in charge of the school or designee (e.g. counselor) may also supplement the
report. You can call the Abuse and Neglect Hotline (1-800-352-6513) 7 days a week, 24 hours a day.
School employees found to have failed to report in a timely manner will be subject to legal penalties and/or
disciplinary actions. Penalties, see §49-2-812(a)
Mandatory Reporting of Sexual Offenses on School Premises Involving Students
In addition to the mandatory reporter provisions of WV Code §49-2-803(c) requires mandatory reporting
of sexual offenses on public or private school premises involving or between students. A teacher or
other school employee who personally observes sexual contact, sexual intercourse or sexual intrusion
of a child on school premises, school buses or other transportation used for a school purpose must
immediately, but not later than 24 hours, report the circumstances or cause a report to be made to the
State Police or other law enforcement agency having jurisdiction to investigate. A teacher or other
school employee is under the same reporting duty upon receiving a disclosure of such activity from a
witness whom a reasonably prudent person would deem credible. However, teachers and other
personnel may satisfy their duty by instead making the matter known immediately, but within 24 hours,
to the principal, assistant principal or similar person in charge, in which case the principal, assistant
principal or similar person must immediately, but within 24 hours, report the conduct to law
enforcement.
A person, official or institution required to report a case involving a child known or suspected to be
sexually assaulted or abused, or a student known or suspected to have been a victim of any nonconsensual sexual contact, intercourse or intrusion, who knowing fails to do so or knowingly prevents
another person acting reasonably from doing so, is guilty of a misdemeanor punishable by not more
than six months in jail and/or a fine not more than $10,000. WV Code § 49-2-812(b).
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UPSHUR COUNTY SCHOOLS
PROFESSIONAL SALARY SCHEDULE
2019-2020

Years Exp

BA

BA 15

MA

MA 15

MA 30

MA 45

PHD

0

36,815

37,668

39,627

40,484

41,341

42,102

43,228

1

37,402

38,255

40,215

41,072

41,928

42,689

43,815

2

37,990

38,843

40,802

41,659

42,516

43,277

44,403

3

38,578

39,430

41,390

42,247

43,103

43,864

44,990

4

39,409

40,262

42,222

43,079

43,935

44,696

45,822

5

39,997

40,850

42,809

43,666

44,523

45,284

46,410

6

40,584

41,437

43,397

44,254

45,110

45,871

46,997

7

41,172

42,025

43,984

44,841

45,698

46,459

47,585

8

41,759

42,612

44,572

45,429

46,285

47,046

48,172

9

42,347

43,200

45,159

46,016

46,873

47,634

48,760

10

42,936

43,788

45,748

46,605

47,462

48,222

49,348

11

43,523

44,376

46,336

47,192

48,049

48,810

49,936

12

44,111

44,963

46,923

47,780

48,637

49,397

50,523

13

44,698

45,551

47,511

48,367

49,224

49,985

51,111

14

45,286

46,138

48,098

48,955

49,812

50,572

51,698

15

45,873

46,726

48,686

49,542

50,399

51,160

52,286

16

46,461

47,313

49,273

50,130

50,987

51,747

52,873

17

47,048

47,901

49,861

50,718

51,574

52,335

53,461

18

47,636

48,489

50,448

51,305

52,162

52,923

54,049

19

48,223

49,076

51,036

51,893

52,749

53,510

54,636

20

49,411

50,264

52,223

53,080

53,937

54,698

55,824

21

49,998

50,851

52,811

53,668

54,524

55,285

56,411

22

50,586

51,439

53,398

54,255

55,112

55,873

56,999

23

51,174

52,026

53,986

54,843

55,699

56,460

57,586

24

51,761

52,614

54,574

55,430

56,287

57,048

58,174

25

52,349

53,201

55,161

56,018

56,875

57,635

58,761

26

52,936

53,789

55,749

56,605

57,462

58,223

59,349

27

53,524

54,376

56,336

57,193

58,050

58,810

59,936

28

54,111

54,964

56,924

57,780

58,637

59,398

60,524

29

54,699

55,551

57,511

58,368

59,225

59,985

61,111

30

55,286

56,139

58,099

58,955

59,812

60,573

61,699

31

55,874

56,727

58,686

59,543

60,400

61,160

62,286

32

56,461

57,314

59,274

60,131

60,987

61,748

62,874

33

57,049

57,902

59,861

60,718

61,575

62,336

63,462

34

57,636

58,489

60,449

61,306

62,162

62,923

64,049

35

58,224

59,077

61,036

61,893

62,750

63,511

64,637

NOTE: Includes the $600 supplement for classroom teachers with at least 20 years teaching experience
(WVC 18A-4-2). It does not include the $3,500 bonus granted by the state for those with National Board
Certification (WVC 18A-4-2a); $2,500 bonus granted by the state for those with National Certification;
or the $2,500 additional bonus granted by Upshur County for those with National Board Certification.
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UPSHUR COUNTY SCHOOLS
SERVICE SALARY SCHEDULE
2019-2020

Yrs. Exp.

A

B

C

D

E

F

G

H

0
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38
39
40

2,061
2,093
2,126
2,158
2,191
2,224
2,256
2,290
2,323
2,355
2,388
2,421
2,453
2,486
2,519
2,551
2,584
2,616
2,649
2,683
2,715
2,748
2,781
2,813
2,846
2,879
2,911
2,944
2,977
3,009
3,043
3,076
3,110
3,144
3,176
3,210
3,244
3,276
3,310
3,344
3,376

2,082
2,115
2,147
2,180
2,213
2,245
2,278
2,310
2,343
2,376
2,409
2,442
2,475
2,507
2,540
2,573
2,605
2,638
2,671
2,703
2,736
2,768
2,802
2,835
2,867
2,900
2,933
2,965
2,998
3,032
3,064
3,098
3,131
3,164
3,198
3,232
3,265
3,299
3,331
3,365
3,399

2,124
2,156
2,189
2,222
2,254
2,287
2,321
2,353
2,386
2,419
2,451
2,484
2,516
2,549
2,582
2,614
2,647
2,681
2,713
2,746
2,779
2,811
2,844
2,877
2,909
2,942
2,974
3,007
3,041
3,074
3,108
3,142
3,174
3,208
3,242
3,274
3,308
3,342
3,374
3,408
3,441

2,177
2,209
2,242
2,275
2,307
2,340
2,373
2,405
2,438
2,472
2,504
2,537
2,570
2,602
2,635
2,667
2,700
2,733
2,765
2,798
2,832
2,864
2,897
2,930
2,962
2,995
3,029
3,061
3,095
3,127
3,161
3,195
3,228
3,262
3,296
3,328
3,362
3,396
3,428
3,462
3,495

2,230
2,263
2,295
2,328
2,360
2,393
2,426
2,458
2,491
2,524
2,556
2,589
2,623
2,655
2,688
2,720
2,753
2,786
2,818
2,851
2,884
2,916
2,949
2,983
3,015
3,049
3,083
3,115
3,149
3,182
3,215
3,249
3,281
3,315
3,349
3,381
3,416
3,450
3,482
3,516
3,550

2,293
2,326
2,358
2,391
2,424
2,456
2,489
2,522
2,554
2,587
2,621
2,653
2,686
2,718
2,751
2,784
2,816
2,849
2,882
2,914
2,947
2,980
3,013
3,047
3,081
3,113
3,147
3,179
3,213
3,247
3,279
3,313
3,347
3,379
3,413
3,447
3,480
3,514
3,547
3,580
3,614

2,325
2,357
2,390
2,423
2,455
2,488
2,521
2,553
2,586
2,618
2,652
2,685
2,717
2,750
2,783
2,815
2,848
2,881
2,913
2,946
2,979
3,011
3,045
3,079
3,112
3,146
3,178
3,212
3,246
3,278
3,312
3,346
3,378
3,412
3,446
3,479
3,513
3,546
3,579
3,613
3,646

2,398
2,431
2,463
2,496
2,530
2,562
2,595
2,628
2,660
2,693
2,726
2,758
2,791
2,824
2,856
2,889
2,922
2,955
2,988
3,020
3,054
3,088
3,120
3,154
3,188
3,220
3,254
3,287
3,321
3,355
3,388
3,421
3,455
3,488
3,521
3,555
3,587
3,621
3,655
3,687
3,721

NOTE: This schedule includes the $12/month supplemental pay for having a high school diploma or GED. It does not include
the educational bonuses of:

$11/month for each of the following levels of college credit or comparable training in a trade or

vocational school: 12, 24, 36, 48, 60, 72, 84, 96, 108, or 120 hours: $40/month for an associate, bachelor's, master's, or doctorate
degree: or $11/month for each of the following: BA+15, MA+15, MA+30, MA+45 or MA+60: or the $10/month shift differential
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Pay Periods
Upshur County Board of Education
Payroll Center
Payroll Periods for the 2019-2020 School Year

Note: All supplemental information must be submitted to the finance department within two (2) business days following pay period end
date for processing on pay date as indicated.
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