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DISTRICT OFFICE This handbook contains
PROCEDURES information pertaining to
HANDBOOK standard daily procedures.

August 2023 You can access this info_rmation
on the GFPS Website.

On the ‘Staff’ drop-down menu,
click on ‘DOB Procedures’.
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DIRECTORY BY DUTIES

Executive Directors of Student Achievement

EAST END
Heather Hoyer

Ext. 6008

CENTRAL
Lance Boyd

Ext. 6775

WEST END
Jackie Mainwaring

Ext. 6006

Chief Joseph Longfellow Skyline - ELF
Giant Springs Sunnyside Loy

Lewis & Clark Whittier Meadowlark
Lincoln EMS - Title 1 Riverview
Morningside GFHS - Title 1 Sacajawea
Mountain View Valley View
EMS West

GFHS NMS

PGEC CMR

Handles calls regarding secondary and elementary schools * Immediate
supervisors to all Principals = Permissive transfers = Teacher training
issues * Answers questions regarding enrollment = Checks addresses
for individual school attendance areas = Provides general information

regarding the District to the public/parents.

Complaint Chain of Command.:
e Complaint about teacher, staff member in buildings —> direct back

to Principal.

e  Complaint about Principal —> direct to the Executive Director
responsible for supervision of the concerned Principal.

e  Complaint about Building and Grounds (grass, weeds, irrigation)

—> call Buildings & Grounds, Ext. 6745

e Complaints of non-resolved issues. (No satisfaction at the school

level). Ext. 6006, 6008 or 6775




DIRECTORY BY DUTIES

Business Office

e Director of Business Operations - Ext. 6050

e Lead Business Office - Ext. 6051
0 Out-of-District tuition = Rental contracts » Credit cards *
Student injury reports = Board Policy * Retirees’ Insurance

e Lead Finance Technician - Ext. 6062

e Finance Technician - Ext. 6065
0 Travel = Mileage = Student Activity

e Accounts Payable - Exts. 6069 and 6070

e Payroll - Exts. 6064 and 6063
0 Verification of Wages = Time cards = Paystub copies *
Taxes

e Purchasing - Exts. 6040 and 6043
0 Purchase Order processing (SEE PURCHASING MANU-
AL), including annual orders = Warehouse inventory items
* Fixed asset inventory = Cell phones = Service calls for
copier/fax repairs = Annual sharpening = Annual equip-
ment maintenance

e Central Reception - Ext. 6054 / Main line: 406-268-6000
0 District telephone operator = District-wide (DW) forms =
District website and web calendar = Newsbits = Graphics
» General Mail or Bulk Mailing = Student records transfer
and tracking = Swimming Pool Pass application = Golden
Age Pass = Transcript requests = Education Verification =
District-wide Staff Directory = District Annual Calendars

e Print and Graphics Center - Ext. 6059
0 Printing and lamination

DIRECTORY BY DUTIES

Curriculum
Ext. 6020

CRT testing = Advanced Placement testing = PIR = “I Like Charlie Rus-
sell because...” essay contest * Purchasing curriculum textbooks and
ancillary materials = Barcoding and checking out student textbooks and
teacher materials to elementary schools = Textbook Tracker = Imple-
ment curriculum adoptions = Curriculum textbook giveaway = Indian
Education For All (Coaches) = Math Coach = Science Coach = Assess-
ment

Data Processing
Ext. 6071

Support and manage iVisions = Document Manager = PowerSchool =
Active Directory = Email and other servers, and all networking within
the school district = Password reset = Monitor and troubleshooting
problems within servers and networks = Produce ad hoc data and print-
ed materials for staff

Human Resources

e Benefits, Family and Medical Leave (FMLA), Accident reports,
Insurance, Angels in Action, VEBA - Ext. 6012

e Job Postings, Recruitment, Interviews - Ext. 6087

e Salary information, Contracts, Good Apple Awards, Personnel Ac-
tion (PA) forms, Prior Credit Approval forms - Ext. 6013

e Reassignment of Duty, Leave Request Forms, New employee pa-
perwork, Phone extensions and passwords - Ext. 6010

o Substitute placement, AESOP information, Crossing guards, Sub
Paras - Ext. 6014

Information Services
Ext. 7393

Help Desk = Computer repairs = Toner cartridge refills = Library book
processing = Telephone repairs = Email = Equipment checkout for meet-
ings at DOB = Software processing and installation = Computer setup



DIRECTORY BY DUTIES

Student Services/Federal Programs
Ext. 6775

Grants (Federal and non) = Title I, any literacy questions = Special
Education = Homeless program

Food Services
Ext. 6047

Breakfast and lunch programs = Free and Reduced Meal applications
* Online meal payments = Special nutritional needs = Student meal
accounts = Meal charge practices = Meal refunds * Summer feeding
program

Transportation
Ext. 6016

Identifying school attendance areas = Busing questions = Worker’s
compensation = Safety issues

MAIL PROCESSING

e Send ALL mail to DOB - Central Reception.

o For unsealed letter envelopes, regular or bulk, flaps down on
each. DO NOT OVERLAP flaps. See image below. Overlap-
ping envelopes will be returned to the school. Rationale: Central
Reception is a one-man post with other duties. Sending mail correctly
increases productivity.

NO YES

A

e For sealed envelopes, bundle them together. Do not mix sealed
and unsealed envelopes. Rationale: So the new postage meter
machine won’t “eat” the sealed ones. Sealed envelopes are run sepa-
rate and differently in the machine from the unsealed.

e Mark any mail that needs to be sent ‘Certified’ so the proper
paperwork can be completed. Same with overseas mail.

e Student records for transfer should be in an unsealed USPS
Priority Mail envelope. (See School Records, page 27-28).

o DO NOT overstuff a letter envelope; the max number of sheets
per envelope is 4. Fold each sheet separately before stuffing,
ESPECIALLY FOR BULK MAIL. Rationale: It weighs less
than folded as one, thus, costs less. When sending 5 or more
sheets of paper, use a larger (manila) envelope.

o Ensure that all mail pieces have a return address. The depart-
ment or school sending the item should be shown on the return
address.



MAIL PROCESSING

BULK MAIL

(200 pcs and above)

When in doubt, call or email any of the following:
¢ Central Reception (ext. 6054)
¢ Business Office Lead (ext. 6051)
¢ Finance Technician (ext. 6065)
¢ Email: bulkmailcenter@gfps.k12.mt.us

Requirements:

MINIMUM of 200 pieces
(Bulk Mail Rate: 13 cents/pc | Regular Mail Rate: 63 cents/pc)
ALL letters have the exact SAME content. NO personal info.
Required return address MUST read:

Great Falls Public Schools

P.O. Box 2429

Great Falls, MT 59403
Department/School Name

Bulk Mail Stamp (left image). For bulk postcards, ask Central
Reception to send you an electronic copy of the bulk stamp
which you will incorporate to the back of your card’s design
(right sample).

Return Address
School
Street
Great Falls, MT 5940x

Mon-Profit Organization ol
US POSTAGE

PAID / Mail Address
GREAT FALLS, MT e

Permit No. 169

Post Office Barcode Marking Only

(NO TEXT OR GRAPHICS ON THIS AREA-LEAVE BLANK)

For bulk envelopes, once ready for delivery, double check that
there are NO OVERLAPPING FLAPS before sending to DOB-
Central Reception.

MAIL PROCESSING

Steps:

The Data Center will run your bulk mail envelopes.

For student/parent mail, call or email the Data Center
PowerSchool System Analyst, ext. 6076. For staff mail, call or
email the Data Center Programmer, ext. 6075.

Aside from Data Center, include the Bulk Mail Center in the
email: bulkmailcenter@gfps.k12.mt.us

This ensures the bulk order is received by all processing offices in
advance.

Your bulk mail request MUST contain the following info:
= Return Department or School
= Addressed to
= Number of sheets of paper inside the envelope (Max: 4)
= Mailing Date (at least 1 week after the date of request)

Time Frame
Day 0: Requestor emails bulk order to Data Center
Day 1: Data is processed and cleaned
Day 2: Addresses are verified; errors corrected
Day 3: Envelopes printed; sent to Warehouse; then requestor
Day 4: Requestor stuff envelopes; then sent to DOB
Day 5: Mail processed; sealed; then sent to USPS-Annex

" IMPORTANT NOTES FOR ENVELOPES !!

The bulk mail processing has changed due to IPS closure.

PLEASE READ THE NEXT PAGE CAREFULLY

Data Center utilizes a Bulk Mail Software that generates an
Intelligent Mail Barcode imprinted on the bulk envelopes as they
are run. The Software also prints out tray labels which show the
envelope’s destination (based on USPS special ZIP code assign-
ments).

When you get the envelopes, DO NOT REARRANGE them.
Keep them in EXACT SAME ORDER as you are stuffing the
envelopes. The barcode contains the special ZIP code and
corresponding USPS tray assignment. A displaced or stray
envelope will not be delivered to the correct address if it is
mixed in the wrong tray.
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MAIL PROCESSING MAIL PROCESSING

BULK MAILING POSTAL MAIL
- —r

Steps (cont’d):

e When sending a bulk mail but not using an envelope:

-
POSTCARDS = = et N
= Email your postcard graphics to Print Center. The postcard m \\ >
should have the requisite return address and bulk mail stamp. = L_DIRRTIIR T 1) \
Do not use red color paper because the postage amount, e = 3

which is in red, will not be visible. =
= Email Data Center (Brandi for students/parents; Patrick for B
staff) for the address list, ZIP count sheet and other details.

Also include the Bulk Mail group in the email loop:
bulkmailcenter@gfps.k12.mt.us

‘\
Central
Reception

pd

UNITED STATES
POSTAL SERVICE

The address list is in Excel to be mail merged with Word.

After merging, print the labels. (If you don’t have any labels,

do a Warehouse requisition in iVisions.)

= After labeling the postcards, arrange and mark them by ZIP
codes. No need to alphabetize the names.

= Send the postcards and the printed ZIP count sheet to Central

Ul

Process:

e All outgoing postal mail are
received and processed at Central |

Reception. Reception. '
e At 3:00 PM daily, Warehouse
Postcard - Quarter Sheet (sample) picks up the mail from Central
Reception and brings them to
USPS-Annex.
BErHGE diie s e e Any outgoing postal mail
Postcard (front) o i received by Central Reception
Let your imagination go wild! Great Falls, MT 5940x after 3:00 PM w‘ill be processed
S the following business day.
Mail Address Reminders:
{NO GRAPHICS e Mark any mail that needs to be sent ‘Certified’ so the proper
paperwork can be completed. Same with overseas mail.
Post Office Barcode Marking Only e If sending an overnight or express item, the sender must inform
(NO TEXT OR GRAPHICS ON THIS AREA-LEAVE BLANK) Central Reception ﬁI‘St a.nd indicate When the ltem needs to be at
the Post Office, otherwise it goes out at 3:00 P.M. The proper
The TEMPLATES for both Half Sheet and Quarter Sheet bulk postcards paperwork must be attached.
are available on the website under Staff - District Forms - Non-DW. e NO overlapping envelope flaps.
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MAIL PROCESSING

POSTAL MAIL INTER-OFFICE MAILERS

MAIL PROCESSING

Reminders (cont’d.):

INTER-OFFICE MAILER

e To Location

T[]

e All LARGE (non-letter) envelopes must be SEALED first be-
fore sending to Central Reception. (NOTE: This does NOT apply
to the USPS Priority Mailer with the school records for transfer;
the USPS Priority mailer should be unsealed so Central Recep-
tion can check the contents.)

See image below showing placement of address for all envelopes
larger than the letter size.

UNITED STATES
7 POSTAL SERVICE ¢

‘ 1T

Address Placement for Large Envelope
o Ensure that there is a mailer slip (/eft image) outside the envelope

to properly route the mail. You can print out the mailer from the
GFPS website - Staff - District Forms - Non-DW.

| Top half Top half . . . . .
o To avoid confusion, cross out the entire previously used line

above the blank line to be used.

REC Corpury.
PO BOX 321
Anyioun US 987654321

department.

o If the mailer is not properly labeled, this could cause a delay in
delivery or it may be sent to the wrong location.

i o Fill in date, recipient’s name and name of destination school or

e If you’re running out of inter-office mailers, call Central Recep-
Minimum size for Postcards and Letters .
5" long x 3-1/2" high tion to restock.

Maximum size for Postcards 1 1 _
6" long x 4-1/4" high e« DO NOT use Data Processing or Bakery expanders for inter

office mail that is to be distributed.
Maxlmgm slze for Le*l':'uers

11-1/27 long x 6-1/87 high « DO NOT put cash inside the envelope for routing.
Ma:gimun-l thickness for Letters
1747 thick If you have any questions, please call Central Reception at ext. 6054.

Maxlmum thickness for Large Envelopes
3/4" thick
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MAIL PROCESSING

INTER-OFFICE MAILERS
(Brown accordion envelopes)

Ve =

e

Each school is assigned eight (8) numbered brown accordion en-
velopes that are used to stuff and transmit inter-school mail to/
from the District Office Building.

In order to keep school mail moving smoothly, each school
should have four (4) accordion envelopes in the building; the
District Office Building should have the other 4 envelopes.

Anytime that you have more than 4 brown accordion envelopes,
please SEND THE EXCESS BACK to Central Reception.

DO NOT put cash inside the inter-school mail envelopes.

If you have any questions, please call Central Reception at ext. 6054.
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ACCOUNTS PAYABLE / PURCHASING

1. IMPORTANT: Need to have a Purchase Order (PO) before
buying something. Please remind individuals in your building
that this needs to be done.

2. HAND CARRY PURCHASE ORDER:

e This Purchase Order will be VOID 30 days after the PO date
noted.

Items MUST be listed on PO or that item cannot be purchased.
Exchanging of items is NOT allowed.

Give vendor copy to merchant.

Sign and date receiving copy, attach receipt and return to Ac-
counts Payable when purchase is completed.

3. When items have been received, sign off on the PO receiving
copy and return it to Accounts Payable as soon as possible.

4. If there is a problem with a PO, call Accounts Payable right away
at Ext. 6069 or 6070.

5. When processing a requisition “Confirmation Only” in the “Ship
to” window; for those times that have already been received and
have the invoice.

6. Elementary “Ship to” address must be the Warehouse.
7. If there are shipping costs, please include on the PO.

8. If there is a vendor item number, please include it because it
helps when receiving in the Warehouse and Accounts Payable in
paying the invoices, and processing and tracking the item.

9. If you have a rush order or need an item by a certain date,
put this information in the internal notes and not the PO
notes. Also, email Purchasing to let them know.

If you have any questions or need clarification about your PO, please
contact Purchasing at ext. 6040.

16



NEWSBITS

DISTRICT-WIDE (DW) FORMS

o Please call or e-mail the Print Center at ext. 6059 when ordering
District-wide (DW) Forms.

e Specify the DW number and description, quantity needed, and the
date needed.

e There is no need to fill out a Print Center Order Form; Central
Reception will prepare this. Schools are not billed for District-
wide (DW) forms.

GRAPHICS

e Please email to the Print Center (print_center@gfps.k12.mt.us)
all your graphics requests along with special instructions, if any.

e The Print Center will create/enlarge, laminate, mount and cut the
item(s).

o For graphics to be enlarged, please email the original, if possible.

o Please make sure to include your completed Graphics Order
Form in the email. No need to send the hard copy of the order
form to the Print Center if this is already included in the email.
This will help process your orders efficiently.

o If'the graphics requested has been ordered in the past and needs
to be reprinted, send an original with your Graphics Order Form
so the proper file is reprinted.

e Graphics orders will NOT be processed without proper paper-
work. This includes the Graphic Request Order Form, a Princi-
pal’s signature, and a work request number. Providing this infor-
mation the first time will deliver the order on-time. Orders with
incomplete information will be sent back to the school for proper
submission.

e Ample time is appreciated when submitting orders. Please allow
for at least a week to process these orders.

If you have any questions, please email or call the Print Center at
ext. 6059.

In an ongoing effort to provide communication to all staff, re-
gardless of access to computers, hard copies of Newsbits should
be placed in the following places at each school:

* Near the classified staff sign-in area

* In the lounge or break area

* In the engineer’s office

* In the kitchen

* Any other place deemed appropriate to
augment the communication of information

Interested in getting your information on Newsbits?
Follow these steps:
* E-mail your article to Central Reception by 3:00 PM
Thursday.
* Include a title for your article in the email.
+ State the date(s) you want the article published.

We appreciate your input, but just remember:

Articles will only be published in 2 week increments. Please
contact Central Reception for any questions regarding these
guidelines. Ext. 6054

NO Soliciting

NO Items for Sale

NO Out of District Job Postings




INSURED VEHICLE DRIVERS

e Email or call the Business Office (BO) Lead at ext. 6051 to
verify if your name is on the Drivers List covered by the District
insurance.

0 If you are not on the list, fill-up and send the Motor
Vehicle Record Release Form to Aly Konecny, Business
Office Lead, along with a copy of your Driver’s License.
The BO Lead will coordinate with the District’s insur-
ance agent to add the employee. After the insurer con-
firms coverage, the employee will be added to the Driv-
ers List. You can request for an electronic copy of the
Vehicle Release form from Central Reception.

e When a student is traveling, the student must submit a Student
Travel, Competition & Event Release form.

If you have any questions, please call Aly Konecny of the Business
Office at ext. 6051.
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VOLUNTEER/EMPLOYEE VEHICLE

Great Falls School District
1100 4™ Street — Great Falls, MT 59405 — (406) 268-6051

VOLUNTEER OR EMPLOYEE VEHICLE USAGE FORM

Please read each item below carefully. On the line to the left

of each item, put your initials indicating that you have read,

understood and will comply with the requirements indicated.

Return this completed form to Brian Patrick, Director of Busi-
ness Operations, for review and approval.

Volunteer/employee drivers using their vehicles to transport stu-
dents on field trips or other school-sponsored and district-
approved field/activity trips must comply with the following re-
quirements:

1. I certify that I have a valid Montana drivers license and
there are no restrictions preventing me from transporting students
in my vehicle.

2. Tam 21 years of age, or older, which is the minimum
age to transport students.

3. I certify that I have not received a DWI (Driving While
Intoxicated/Impaired), DUI (Driving Under the Influence), OWI
(Operating While Intoxicated), OUI (Operating Under the Influ-
ence, refusing substance tests, reckless driving, manslaughter, hit
and run, eluding a police officer, any felony, drag racing, license
suspension or driving while license suspended in the last 36
months.

4. I consent to the school district checking my Motor Vehi-
cle Record (MVR) with the Department of Motor Vehicles
(DMV).

5. T certify the vehicle is equipped with seat belts for all
occupants and I will comply with the law requiring each passen-
ger, including the driver, to use a seat belt. There is to be no shar-
ing of seat belts.

6. I will only carry the number of passengers for which the
vehicle is designed, not to exceed more than a total of six passen-
gers, including the driver. I understand that trucks or pickups may
carry only as many as can safely sit in the passenger compartment
and that no passengers will ride in the back (bed).

7. Emergency information for each occupant (both stu-
dents and adults) will be maintained in the vehicle.

20



VOLUNTEER/EMPLOYEE VEHICLE

8. The following minimum insurance coverage amounts if
private vehicles are used: $300,000 bodily injury liability and
property damage combined, $5,000 medical and $300,000 under
and uninsured motorist.

9. I certify the vehicle is regularly maintained and kept in
good mechanical condition. I understand it is recommended that a
first aid kit and fire extinguisher be carried in the vehicle.

10. Tunderstand that the insurance coverage on my person-
al vehicle is primary insurance coverage the Great Falls School
District’s liability coverage will be excess to my coverage. I also
understand that the School District does not carry any physical
damage coverage for my vehicle and this is my responsibility.

11. I Understand I will need to complete a New Volunteer
or Employee Vehicle Usage Form upon expirations of my driver’s
vehicle insurance policy.

12. I will report accidents/injuries to the Director of Busi-
ness Operations at 406-268-6050 as soon as possible.

PLEASE CHECK ONE: VOLUNTEER EMPLOYEE
Driver and Insurance Information

Name: Date of Birth:
Address:

City State

Zip

Home #: Work #:

Cell Phone #:

e Email or call Central Reception at ext. 6054 for a copy of the
Volunteer or Employee Vehicle Usage Form.

o If you have any questions, please call the Business Office at
ext. 6051.
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USE OF DISTRICT RESOURCES BY STAFF

MEMORANDUM

TO: All GFPS Staff
RE: Use Of District Resources By Staff
For Private Business Purposes

BACKGROUND INFORMATION

Montana Codes Annotated (MCA) 2-2-121 states that public em-
ployees may not use public facilities, equipment, and supplies for
the employee’s private business purposes. See attachment of
MCA 2-2-121.

RULES OF USE

GFPS employees may not use GFPS facilities, equipment or
supplies for private business purposes. Examples include pri-
vate music lessons, computer classes, athletic camps, etc. Fur-
ther examples include the use of chairs, tables, laptops, projec-
tors, etc.

GFPS employees that also have a private business interest may
access GFPS facilities just like any private citizen under Board
Policy 4330-Community Use of School Facilities and 4330R -
Use Regulations. This involves a rental contract with the Dis-
trict to include a rental fee and liability insurance.

The District thanks all employees for their adherence to Montana
law and to Board policies.
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USE OF DISTRICT RESOURCES BY STAFF

STUDENT ACCIDENTS

MONTANA CODE ANNOTATED 2011

2-2-121. Rules of conduct for public officers and public em-
ployees.

(1) Proof of commission of any act enumerated in subsection (2)
is proof that the actor has breached a public duty.

(2) A public officer or a public employee may not:
(a) subject to subsection (7), use public time, facilities, equip-
ment, supplies, personnel, or funds for the officer's or employ-
ee's private business purposes.

History: En. 59-1706 by Sec. 6, Ch. 569, L. 1977; R.C.M. 1947, 59-1706, amd.
Sec. 1, Ch. 59, L. 1991; amd. Sec. 7, Ch. 562, L. 1995; amd. Sec. 3, Ch. 42, L.
1997; amd. Sec. 3, Ch. 122, L. 2001; amd. Sec. 1, Ch. 58, L. 2003, amd. Sec. 1,
Ch. 145, L. 2005; amd. Sec. 3, Ch. 173, L. 2005; amd. Sec. 1, Ch. 437, L. 2005;
amd. Sec. 1, Ch. 386, L. 2011.
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Great Falls Public Schools

" SCHOOL ACCIDENT / INJURY REPORT

To be used for reporting an accident or incident involving students, parents, visitors, etc. Copies are to be
submitted to the Office of the Director for B o i Please all times on
this form.

DATE OF ACCIDENT: ____ TIMEOF ACCIDENT: ____

NAME OF INJURED:

AGE: SEX: _ GRADE: _______ SCHOOL:

NAME OF PARENT:

HOME ADDRESS ____

PARENT PHONE NUMBER:

LOCATION OF ACCIDENT: __

DESCRIPTION OF ACCIDENT:

PERSON IN CHARGE WHEN ACCIDENT OCCURRED: _______
IMMEDIATE ACTION: { ) FIRST AID TREATMENT ( ) SENT TO SCHOOL NURSE
( ) PARENT/GUARDIAN CONTACTED { ) EMERGENCY SERVICES CONTACTED

DISPOSITION: ( ) RETURNED TO CLASS ( ) SENT HOME
( ) REFERRED TO DOCTOR { ) HOSPITAL
WITNESSES (only list adult, no children):

Name: Phone:
Name:, Phone:,

MISCELLANEOQUS INFORMATION:
Person Submitting Report- Phone:

Signed by Principal/Nurse: Phone

EEIETEN Schoo! Accidentinjury Report | Rev.5/2023 | Distribution: Wiite - Directar of Susiness Operatians Fank - Scoot Files

DW-102 School Accident/Injury Report (see sample above)
needs to be filled out on all accidents and returned to the Busi-
ness Office at the District Office Building.

If the accident happened during a Montana High School Asso-
ciation (MHSA) sanctioned activity (e.g. sports), contact the
Business Office at ext. 6051 for a Claim Form from Gerber
Insurance, which goes home to the parent. The coaches and
PE teachers are responsible for completing the form.

If a parent calls and wants the accident medical expenses
to be covered by the District, do not tell them that it will be
covered. We do not have medical coverage on students, but
we do have liability. Have the parent contact the Business Of-
fice at ext. 6051, and we will explain to them that we will file
the accident report to our insurance company, and if they feel
the District caused or could have prevented the accident, they
will let the parent know if this claim is covered or not.
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EMPLOYEE ACCIDENTS

GREAT FALLS PUBLIC SCHOOLS
EMPLOYEES ACCIDENT/ INJURY REPORT

NOTE: All blanks must be completed.

Last First ML Date of Birth imo'daylyr) | Secial Security Number

Full rame of IRJURED EMPLOYEE

Employees Home Address (Street or Bax Ma) City State Zip Code
Phone Number Gender Marital Status: g Marmied 8 Single
Did employse return to work If no, will wage loss Last day worked date Date of return, if
during next scheduled shift? exceed six work days returned to work
gysgm™ g¥es g o g notsus

Describe how the accident happaned and give cause. Explain what employee was doing when injured. Be specific. Give full details
on all factors which led or contributed to the accident. Use a separate sheet of paper if you need additional space.

What specific cbject or
substance caused the injury?
Nature of e injury (e, rackre, 2]

Par of Biody affediad
{lag, arm, baek_hesd_ele )

Date and Time of Injury AM. P.AL

Jobiposition of Emplayee

Names of witnesses to accident Has Empiloyee Notified Department Supenvisor  (  yes

0 no

Did the accident ocour
on the District's premises? yes§ no [

‘Was worker injured while Date Employer notified
in your employ?
g no

Attending Physician's Name

Address o location where accident occurred:

Accident reported foo Was safety equipment provided? 3 yes G no

Was safety equipmentused? @ yes 8 no
Address (steet or box) City State | Zip Code| Phone Na

If Hospitalized, Hospital's Name Address (street or bax) City Stale | Zip Code | Phone No

Type of inflial medical reatment

received (please check £ Mo Trestment (§ Emergency Room (@ Treatment on-site (J Clinic/Dr. Office (3 Hospitalization

If Yes, please explain fully. Use separate sheet if you need additional space.

Do you have any reason
to question this accident? [ yes @ no

Report Filled Out By: Date:

“This Is my ciaim for workers' compensation benefits due to the on-lhe-job injury, eceupational disease or death of the above-named worker. | understand
1hat signing 1his ciaim fof cOMpensalion AUINorZes Ihe relsase 1o the WOKkers compensalion insUer o s agent, renabitation records, Sotial Securily
Fecords and heallh care mlormation (meccal fecords, pursUAant 10 HIPAA, Pubiss Law 104-191, 42 UISC section 130 1, eL. Seq., and section 35-71-604
MCA) that are drectly relevant to the daimed injury, disease, o death. | aiso understand that if | oblain or exert unauthorized control ower workers’
compensation benefits to which | am nat entitied, | may be prosecuted for thefl”

Signed Date:
{Employes] | cerlify the above stalement o be inue and comect.

Signed: Diate: Print Name:
{Supervisar or Principal)

Pleage sen d ted Torm bo: Jule Lead Te. tai Technician ai the DOE. 55
DW.-225 Rev. 5/73

DW-225 Employee Accidents/Injury Report (see sample above)
must be filled out electronically by the School/Department Sec-
retary or Principal/Supervisor as soon as the accident happens.
(Do NOT Ilet the employee fill out this form.)

Once filled out electronically, email the report to Julie Shotnokoff
or fax it to 406-268-6093.

Print out an original, have it signed by the Principal/Supervisor
and the employee, and send it to the Transportation and Safety
Office at the District Office Building.
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WORKERS’ COMPENSATION

All employees of the District are covered by Workers’
Compensation coverage.

In the event of an industrial accident, a DOB employee should:

1. Attend to first aid and/or medical treatment during an
emergency,

2. Correct or report as needing correction a hazardous situa-

tion as soon as possible after an emergency situation is sta-
bilized;

3. Report the injury or disabling condition, whether actual or
possible, to the Administrative Assistant in the Special
Services Office at the District Offices Building, or if not
available, to Human Resources within forty-eight (48)
hours.

4. The Administrative Assistant will complete the Accident/
Injury Report with you and will give you a form to take to
the doctor should you decide to go.

5. Pertinent information will be forwarded to the District Of-
fice and to the Workers’ Compensation insurance carrier.

GFPS supports a “Return to Work” philosophy which supports
temporary transitional duty when appropriate and available.
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STUDENT RECORDS

Transfer of Student Records - Policy 3606

A certified copy of the permanent or cumulative file of any stu-

dent and the file containing special education records of any students hall be
forwarded by mail or electronically to a local educational agency

or accredited school in which the student seeks to or intends to enroll within
five (5) working days after receipt of a written or electronic request. The files
that are forwarded must include education records in the permanent file

(as defined by the Board), special education records, and any existing dis-
ciplinary actions taken against the student that are educationally related.

If the records cannot be transferred within five (5) days, the District shall notify
the requestor, in writing or electronically, providing the the reasons why the Dis-
trict is unable to comply with the five (5) working day time frame. The Dis-

trict shall also include in that notice the date by which the requested records

will be transferred. A request for the transfer of records shall not be re-

fused because the student owes fines or fees.

Studeﬂt
File

Procedures for Schools

1. Do NOT seal the USPS Priority Mail envelope that the records are being
sent in. Include the Special Education records, if any or requested, with
the cumulative file so it be can be mailed together.

2. On the outside of the envelope, paperclip the copy of the PowerSchool
permanent record printout (one-pager) and the copy of school record
request.

3. Make sure that inside the envelope, there is also a copy of the Power
School permanent record printout.

4. 1If the student has a Medical Blue Card, ensure that the information is in
Power School. Send the blue card with the student records.

5. Hand Carry for Parents — copy of immunization records, birth certificate,
and transfer form.

6. Keep a log book — when records are sent to Central Reception and where
they are going, and log when you receive new records/requests.

STUDENT RECORDS

Home Schooled Students

o Parents only get copies of the cumulative file.
e School retains the originals.

Procedures for Central Reception

When school records for mailing are received by Central Reception
from the schools:

1. Print out the permanent record from PowerSchool, if the school
didn’t include any.

2. Check inside the envelope to make sure a copy of PowerSchool
files are included with records.

3. Send all records via USPS Priority Mail only.

Destroying of Student Records

e Permanent Card — NEVER destroy

e High School — permanent cards are scanned and then
sent to Central Reception to be stored at Little Russell

e Elementary and Middle School — permanent cards are
sent to Central Reception.

e Cumulative File — Cumulative records shall be maintained for
eight (8) years after the student graduates or permanently
leaves the District. These need to be approved by the Board for
destruction. Central Reception will put the request to destroy
student records with the corresponding year that they can be
destroyed on the Board Agenda in July of each year . These
records are then sent to Central Reception to be destroyed.
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TRANSPORTATION & SAFETY

Srent Pl Puble Sehoots When entering student addresses into PowerSchool, please make sure
NOTICE OF PERSONNEL ACTION the address is correct and complete. Student busing eligibility is deter-
s mined by the residential address entered into PowerSchool.

Name:
Last First Meddle

Work Location: Job Title:

If you have questions concerning an address, please call Transportation at
Street City Zip Phons eXt. 601 7.

TYPE OF ACTION (provide datals under comments)
Classified CertifiediLicense

Home Address:

New Hire New Hire
Former Employee Hired Start Date End Date
Added Empicyment

Added Employment Change of Assignment

Changa of Position Location Change

Salary Change Leave of Absence

Other Other This persan replaces #]

Resignation Resignation

Retirement Retirament

Termination Termination
Hours per: FundiAccount RAD I o
Day or Woek or Total i |

]

Salary Amounts: (indcate one only) REFERENCE
Dady § Hourly § Lump Sum § GUIDE
Comments: __ i i i

* To switch to the correct School Zone

INSTRUCTIONS: This form wil be instituled by departments responsible for the recommendation o hire personnel. Board of Trustee approval is

required pricr 1o an employes's first day of work. 1.  Press the OK button
Department Supervisor Business Office Human Resourcas Diractor 2. Use the Arrow Keys to move the
cursor and to the correct Zone.
Distribution: (1) Human Resources (white copy)  (2) Business Office {pink copy) (3} Principal/Supervisor (yeliow copy)
DW-208 3. Once you find the correct Zone,
press the OK button.
KEY POINTS When Filling Out A 4. Turn the Channel Select knob until you
Notice of Personnel Action (PA) Form see the correct school.
5. You'reready to talk!
o Start and end dates are the day they start work or the last day NOTE: Make sure you're NOT on a TAC Channel
they actually work.
o If changing hours in a current position, please list the actual CHANNEL SUMMARY - AR
hours the employee will be working under‘hohurs per day. [chANNEL | schoouBuioinG | [ E NS _
e Under the comment section, please explain if they are in- : S e AD = gi 5 GFAS
creasing or decreasing hours. 2 Giant Springs TAC] 4 o - R
E] Lewis and Clark [TAC) 88 B CMR
HR can run employee lists for you. For example, if you want to > : rongfelow 1AC) = 5 e 1A
know how many hours each teacher aide is currently assigned, a < 5 Loy [TAC) B I
list can be created for you. = ! Meariowrh ack (T AC) —
i 8 Momingside [TAC) 1 Digtrict Office
E ) Mountain View [TAC) 2 Admin Group
If you have any questions, w 10 Riverview (TAC) 3 Preschao
- 11 Sacajawea [TAC) 4 Linls Russsl
please call Human Resources at ext. 6013. w 2 Sunnyside TAC] 5 Custodians
13 Valley View (TAC] = Stest Treck
14 West [TAC) : e
15 Whittiet [TAC) 3 Transportaton
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Do NOT call the Warehouse regarding your supplies.

See Purchasing procedures located on the District website at
https://www.gfps.k12.mt.us/Page/217.

FOOD SERVICE

Free and Reduced Meal Online Application is available at
https://lunch.gfps.k12.mt.us/.

We will only hand out current school year Free and Reduced appli-
cations. Previous year applications are not accepted under program
guidelines.

Please see the Food Service Handbook for the following
topics:

o Breakfast and Lunch Programs

e Special Nutritional Needs

e Free and Reduced Meal Applications
o Student Accounts

e Meal Payment Options

e Online Meal Payment Services

e Meal Charge Practices

e Refunds

e School Food Service History

e Meal Prices
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WEB CALENDAR

On the homepage of the District website, hover your mouse to the
‘Calendar’ tab to drop-down the list of calendars.

DISTRICTHOME  SELECTASCHOOL-)  TRANSLATE -

\‘. Great Falls Public Schools

All kids engaged in Learning today...for life tomorrow

Home Our District School Board Departments Parents & Students Community Staff Employment

Calendars

2020-21 School Calendar 2020-21 School Calendar

2021-22 School Calendar | zoz1-22 School Calendar

2022-23 School Calendar 2022-23 School Calendar

Athletics Athletics

District Events District Events

DOE Conference Room DOE Conference Room
Reservations Reservations

Fine Arts Fine Arts

School Calendars School Calendars

e It is not necessary to be logged in to submit an event, but it will save you
time because all your personal information will already be on the system.

e  Your username is your full email address and the password you created.

e Please allow a minimum of 30 minutes between meetings for room setup and
crowd control.

e It is helpful to our Engineer staff that you include the setup instructions (i.e.
physical arrangement, headcount, etc.) when submitting your calendar event.
This way, we can plan ahead and provide you with what is needed for your
meeting.

If you have any questions about your school’s individual calendar, please contact
Central Reception at ext. 6054.
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WEB CALENDAR WEB CALENDAR

TO SUBMIT AN EVENT TO ADD A RECURRING EVENT
. : Enter the general information as normal.
Click Add Event Under Event Dates, click Recurrence.

o January, 2017 p K / Event Date(s) /

/ Single Day HY Recurrence
Event Start Date 1/31/2019  |[E] &5

Recurrence Pattern

Add Event

List },lf:iCaIendar (| Display as ‘Event TqmeZoneii\

Fill out all General Information, Event Times, and Audience.

o
On the General Information page, please do NOT change the m
pOSt date. Daily Monthiy Random
g Recur every 1 week(s) on:
questd /
PostDate (113172017 _|Il| &3 [ | Wveekands [ | Weekdays
Event Info Event Date(s) || Swnday [ Monday | Twesday || Wednesday
|| Satarday || Thursday || Friday
Event Ttle | [*{Single Day Recurrence — et -
Event Ul | Event Start Date  [1/3172017 |
S & EEIZEE@
A Event Time(s) . . .
4 e A new screen will pop up where you can enter in your infor-
I 7| lAa = * Timed event Al day event . . .
oo = cncesens ‘ mation on the time of the event, on what days, and if you would
R Staaine (1200 2 [ €3 like a daily, weekly, monthly, or random recurrence.
[ :::::\:':eshuihenextdiy
EndTime [12:00 AM |9/ £a Event Date(s)
Event Image
Sinate Bay
| Design |+ | Preview
Additional Event Info Ewvent Start Date Iﬁ A
Event Contact e o
Contsct Name | | tide 3 Type [ (Custom Fiekd) Recurrence Pattern
ContsctEmal | | IHde (J Fiekd name 1 I
Contact Phane | pice Desortion 1 Daily VWeekly Monthiy
Event Group - Priority Clear < | = || July 2019 - |
Prorty [Medum 4 August 2019
R T | (Custom Field)
Saendr PR, " R o S M T W T F 5 s M T W T F 5
Event Type -] - 1 2 3 E: § 5 =3 1 2 3
v : 7T 8 9 10 1 [1z2]|18|l4 5 & 7 & 9 10
i 14 15 16 17 18 19 20 11 12 13 14 15 16 17
= Y 21 22 23 24 25 26 27 182 192 20 21 22 23 24
Location | v 28 29 30 31 25 26 2¥ 28 29 30 31
R | © SavelView Evert
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WEB CALENDAR

GFPS WEB-BASED CALENDAR GUIDELINES

Rationale for Specific Guidelines

The Calendar holds a prominent place on our current website. It
is one of four main buttons on the front page. In order to make
it a reliable source of external and/or internal communication, it
needs to be uniformly utilized and updated by all schools.

A fully deployed and accurate calendar will increase communi-
cation efficiency. This would result in fewer phone calls,
missed events and confusion.

Calendar updating supports long-range planning.

The calendar supports communication with the community and
should coordinate with other calendar formats (i.e. GFPS print
calendar, school bulletins, etc.).

There is a fine line between having enough information and
having too much information.

The calendar should reflect a professional approach to internal
and external communication.

School Calendar Guidelines

The school Administrative Assistant or the calendar designee is
the “go to” person to ensure consistency.

These items MUST be put on the calendar:

Open Houses/ Back to School Nights
Parent-Teacher Conferences
Assemblies
Major PTA Events
Concerts/Plays/Other Student Presentations
Athletic Events
¢ High School and Middle School
0 All Elementary
¢ All District-wide (i.e. track, fitness challenge,
etc.)

U duuu
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WEB CALENDAR

GFPS WEB-BASED CALENDAR GUIDELINES
(contd.)

These events are OPTIONAL on the calendar: PTA meetings,
outside group use (e.g. Heisey, Boy/Girl Scouts, Basketball
Leagues, etc.)

These items should NOT be on the calendar:
= Practices/rehearsals
= Community Events

The following events will be posted on the calendar at the Dis-
trict level:

= Student and school holidays
PLCT

Early outs

PIR days

First/Last days of school

uu Ul

= End of quarters/semesters, etc.

Every calendar should utilize the following format for the infor-
mation:

Event title must start with school abbreviation

Include contact name (do not hide)

Include contact number (do not hide)

Include location (if there is one)

Include event description if it is not self explanatory to
the public

Uy Uy

Check for spelling and grammatical accuracy.
Try to limit educational jargon (ex. PLCT).
Check for duplication before finalizing it to the calendar.

Ideas for schools to fully utilize the calendar more

- Train teachers and PTA officers on submitting events

- Project the school calendar at PLCT or staff meetings

- Utilize the District Meetings and Events Calendar at staff
meetings.
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PRINT & GRAPHICS CENTER

RULES
AND
REGULATIONS

The staff in the District Print Center welcomes you back for the
new school year, and looks forward to the rest of the year. If you
have any questions, please call ext. 6059 or email
print_center@gfps.k12.mt.us.

ELECTRONIC PRINT CENTER ORDERS

The originals for the order must be in PDF form. They are sent as
an attachment in an email to the email account set up specifically
for the Print Center. (Elementary & Middle Schools — teachers
will also fill out the Print Center Order Form and send it in the
email with the item to be printed) Someone in the main office will
open the email, (High School only - fill out the order form) and
send the PDF and the order form to the Print Center via a print
command. The Print Center will print out the order form and pro-
gram the printer to run the order. The printer can NOT view the
documents before they are printed; therefore, the only chance for
catching errors is before the teachers e-mail the print order.

INSTRUCTIONS FOR PREPARING ELECTRONIC PRINT
CENTER ORDERS

1. If you are using an original that is already on your desktop
or in a computer file, you need only to save the file as a
PDF. This is an option under the file menu on Microsoft
Office programs or through Adobe Reader.

2. If you are using an original paper copy or want something
out of a book, you will need to create a PDF using the scan
and send feature on a copy machine. The new PDF will be
sent to your school email address.

3. Your PDF must contain only what you want printed in
the exact order. The Print Center is unable to move or de-
lete pages.
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PRINT & GRAPHICS CENTER

INSTRUCTIONS FOR PREPARING ELECTRON-

IC PRINT CENTER ORDERS (cont’d.)

4. All Print Center orders should be mailed to the specific
school email address. Your PDF should be the attach-
ment. Include the following information in the body of
your email:

How many copies you need

When you want the order

Front to back or single sided copies

If your original is landscape, designate it as

calendar, (head to toe) or book, (head to head).

This designation will effect where the staples will be.

Collated and stapled or grouped

If you want the document 3-hole punched or folded

or cut to size.

G. Color of paper

oW

mm

TIPS FOR MAKING THE SYSTEM WORK
SMOOTHLY

5. The PDF that gets sent must be exactly as you want the
order. The Print Center cannot remove, enlarge, move, or
add pages to a PDF. You can’t order just the first 4 pages
or attach two or more PDF’s into one order. One PDF —
One set of instructions — One Email.

6. If you make a PDF on the copier, you must save it to your
desktop and open a new email to send. You can’t forward
the message. Outlook can lock or alter the PDF.

7. Depending on the program you use, math and scientific
symbols don’t always transfer to PDF. We recommend
using the scan feature on the copier for upper level math
and science worksheets and tests. Or for any document
that has symbols not commonly found in Microsoft Word.
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PRINT & GRAPHICS CENTER

PREPARING AN ELECTRONIC PRINT CENTER ORDER

Office Staff

Open the email and pull the two PDF attachments from the
teacher to your desktop.
Open the instruction sheet and check for the date needed and
add your order number.
Save the instruction sheet with appropriate name. Please use 2
-digit month, day and year. This is how the orders are sorted
and prioritized for completion. Example:

11 29 12 100E_C _SCHOOL TEACHER.
Rename PDF to be printed.
Example: 11 29 12 100E P SCHOOL TEACHER.
Open the instruction sheet, click on ‘File’, click on ‘Print’,
choose ‘Canon Print Center’ from the drop-down menu, and
click on ‘Print’. Do the same with the PDF for printing.
Voila! Make sure the order is deleted from the mailbox.

If you are saving the orders, move them from your desktop to a
file. If you are not saving the orders, delete them.

IMPORTANT UPDATES AND INFORMATION
FOR
ELECTRONIC PRINT CENTER ORDERS

Please review the process you are using for

assigning work request numbers on Print Center orders.
Each new Print Center order must have a new work re-
quest number. Make sure all orders have a separate and dis-
tinct work request number.

Save vour Print Center Order Form with a new
name each time you use it. When you try and re-use
an order form, instructions from the previous order re-
main intact. You may have wanted the previous order
cut to size or stapled but this order is not to be cut or
stapled. Starting out with a new form each order
will avoid costly mistakes.
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PRINT & GRAPHICS CENTER

IMPORTANT UPDATES AND INFORMATION
FOR
ELECTRONIC PRINT CENTER ORDERS
(cont’d.)

Send only one cover sheet and one PDF for printing. Do
not send multiple PDFs for one order.
Remember: One set of instructions - one PDF!

Your PDF for printing must be exactly as you want it print-
ed.

Please scan PDFs one-sided only. You can order front
-to-back copies, but your PDF for printing must be
scanned one-sided only.

If you need the same image on both sides of the pa-
per, you must have a 2 page PDF. Both pages will
have the same image on them and you will order front-
to-back copies. Do not send a one page PDF and ask
for the image to be printed on both sides.

If you need copies with multiple pages, prepare one
PDF containing all the pages you need; scanned one-
sided. Do not send multiple PDFs for one order. If you
need some pages one-sided and some double-sided
within the same order, please scan a blank sheet after
each page you want one-sided.

You can combine non-collated orders for efficiency.
PLEASE READ THIS CAREFULLY: Ifyou have
similar orders requiring the same color paper and same
number of copies, you can order these together as one
PDF. For example: If you have 10 different single
page, front-to-back worksheets and you will be ordering
30 copies of each on blue paper, you can scan all 10
worksheets into one PDF. Remember to scan one-
sided. You will order them front-to-back; do not check
collate.
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PRINT & GRAPHICS CENTER

IMPORTANT UPDATES AND INFORMATION
FOR
ELECTRONIC PRINT CENTER ORDERS
(cont’d.)

The copies will come back grouped by worksheet and separated
by a sheet of paper. This doesn’t work if you want a different
number of copies or a different color of paper for some work-
sheets. Do not send multiple collates on one PDF. They have to
be done separate.

. If you receive a completed order that is incorrect, please call
the Print Center at ext. 6059. They will let you know if you need
to re-send the order or if they still have access to it.

. Paper supplied orders must be written by hand. Orders submit-
ted in the summer for the following school year will also be writ-
ten by hand.

«  The 24 hour rule still applies. Please do not expect or ask for
orders to be returned in less than 24 hours.

. Please make sure to put the correct amount of originals. If you
have a 2-sided original, each side is counted as one page.

Print Center - Other

. Ifyoureceive a Print Center material that is not yours, please return it to
the Print Center as quickly as possible. Also, for any orders printed in er-
ror, please return the entire order to the Print Center along with a copy of
the original order form.

. Books - Please send copies of the pages you wish to print. We will not
make copies out of original book. If you send a book to be copied, we
WILL cut the binding off. Copyrights are your responsibility.

. Legalssize or 11” x 17” - Make sure you select that paper size under
“Settings” before sending to the Print Center. We cannot enlarge copies
sent through command workstation.

«  When supplying paper to be run, please send good quality paper that’s not
bent, wrinkled, or torn. Also, send at least 5 extra sheets to allow for paper
jams.

«  When requesting NCR paper, please indicate number of SETS needed, not
sheets. If it is to be cut in half, you will get twice the amount, so plan ac-
cordingly. Also, NCR pad will glue each individual set together. If you
don’t mark NCR pad, you will receive the sets loose.

«  Colored Copier Orders - Orders to be printed in full color can be emailed
to print_center@gfps.k12.mt.us by office staff only. Please make sure the
order has been approved by your administrator. The e-mail should include
2 attachments: a) Completed order form; and b) Document to be printed.

. DO NOT SEND PAPER-SUPPLIED orders electronically.
41

INFORMATION TECHNOLOGY

Process for purchasing technology that requires tech-
nical assistance for installation

This process is now in place for items being purchased that requires tech-
nology staff to set up. This includes computers, printers, and any other
technology requiring technical staff for installation. This process will
help guarantee the fastest and most accurate installation of newly pur-
chased technology.

Process Overview:

1. Collect the necessary information: Get approval to make the pur-
chase from the budget owner and find out where and to whom
the technology will go. Only order items in the Tech Warehouse,
If not listed in the Tech Warehouse, contact Director of Infor-
mation Technology for approval.

2. Enter a ticket into the help desk system describing who this tech-
nology is for and where it is to go — jot down your new help desk
ticket number

3. Enter a requisition request into iVisions - key in your help desk
ticket number to the requisition request into the “Reference”
field as described below.

How do you know when this process applies?

Use this process whenever a technician is going to be involved with the
technology. This includes purchases of:
e Computers
e RAM upgrades, hard drive upgrades, and other internal comput-
€r components
e Printers, projectors
e Anything else where a technician IS required to perform the in-
stallation or configuration

Technicians don’t need to be involved for items that don’t require com-
plex installation or configuration. You DON’T need to follow this pro-
cess when purchasing:

Monitors only - or other “easy-to-install” computer peripherals
Cameras and Document Cameras

Keyboards, mice

Anything else where a technician is NOT required for installa-
tion or configuration
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INFORMATION TECHNOLOGY

PROCEDURES

1. Collect the necessary information

This is a simple step. The technology order should be approved by the owner of
the budget to ensure you aren’t performing unnecessary work in preparing the
requisition. Make sure that the budget owner is in the loop on the purchase.
Only order items in the Tech Warehouse, If not listed in the Tech Ware-
house, contact Director of Information Technology for approval.

You also need to know exactly what will happen with this new piece of technol-
ogy and what will happen with the technology that is being replaced (if this is
upgrade technology). Generally you will likely require the person requesting
the purchase to supply this information.

2. Make sure a Help Desk ticket is entered

The Help Desk ticket system is how the field technical staff keeps track of all of
the work going on around the district. By entering a ticket into the system for
the new order it will help guarantee the fastest and most accurate installation.

To enter a ticket into the help desk system for newly purchased technology, fol-
low these steps:
e  Open your web browser and navigate to
http://support.gfps.k12.mt.us/

e  Enter your Help Desk username and password — if you do not have
one or do not remember your password, please contact Ext. 7393
for assistance

e  When you log in to the system, you will be presented with a screen
to add a new ticket:

g j_; 3559 Current User: test_user - .
Home ListAl Add  List Closed Logof 2

iy e

1) Add a New Trouble ticket

Name:
Email Address
Phone:

Building: |- [=] Please specify your building, it will assist in resoking your ticket

Room-Computer Location = Please supply control number if the room contains multiple computers.
Category. =]
Sub Category. | |=

Subject
Description:

AttachFile: [[Choose File | Na file chosen
™ Emergency: If this is an emergency, call 7393. Emergencies affect more than one computer.

43

INFORMATION TECHNOLOGY

On the screen, enter the following information into the correspond-
ing fields:

FIELD WHAT TO ENTER

Name The name of the person receiving the technology

Email Address The email address of the person receiving the technology

Phone The office phone of the person receiving the technology

Building The building of the person receiving the technology

Room-Computer | The room that the technology will be installed in

Location

Category Select “HARDWARE”

Sub Category Choose the appropriate subcategory

Subject Type in a brief description of the item being purchased — such as
“New computer to replace existing teacher machine” or “Memory
upgrade for student machines”

Description Enter the following details:

If this is a new computer, enter whether it will replace an
older computer and if so which older computer (by
Service Tag #)

If this is an upgrade component (such as more memory) then
what computer is it to be installed in to (by Service Tag
#)

If this is a new computer to add to the classroom (not to re-
place a machine), then where does the new computer get
set up?

If this is a new computer replacing an old computer, what is
supposed to happen (in detail) with the old computer?
(sent to Little Russell for removal from school, added to
a lab as a student workstation, moved to a different
room as a student computer, etc)

If this is a printer, where it will be installed in the room

Any other details that will help the installing technician

At this point, submit the ticket into the system by clicking the blue
“Submit” button at the bottom of the screen. When you submit the
ticket, it will display the ticket number on the screen. Jot this tick-
et number down.

44



INFORMATION TECHNOLOGY

3. Enter a Requisition into iVisions

At this point, you are ready to enter the requisition. You will enter a req-
uisition as you normally do with one minor exception
Open http://ivisions and log in as you normally do:

e (Create a new requisition
e Enter the requisition information as usual

e In the “Reference:” field of the requisition, enter the word Ticket
followed by the help desk ticket number you generated. Examples:
Ticket 22334
Ticket 33423
Ticket 99324

Actions~ gl Ediit Requisition )

Group: Great Falls 1011 FY: 2011 DAC: TECHNDLOGY

| Close |

Req, Number Drder Yia: Mai 0
RegDate o gy Frofect UNDEFINED -
Yendor: {Ener tet to select 3 vendar,) L] Date Required: 413711y B

DAL: TECHHOLOGY Order TYPE: — pyrchae Order v
Ship Te: WAREHOLISE v Ticket 33423

Requester: 0 Award#: v

PO Notes: Internal Notes:

Buyer: \
Has Documents: Mo

W9 Received

Complete the requisition as normal.

Thank you for helping make this work!

45

CURRICULUM

Advanced Placement Testing:

All students register for AP tests on the college board site and pay for
them at the school finance office during the 1st week in November. Test-
ing occurs in May. AP student grades and reports are available online in
July.

State Testing (CRT, SBAC, ACT):

Counselor and principal training occurs in February. Testing begins in
March and runs until the end of May. Student scores are available in June
and sent home to parents in August. See your principal or counselor for
full schedule of each building.

Classroom Setups:

Principals provide the next year’s classroom openings and closings to
Curriculum in April. Principals are given the lists of classroom setup
transfers in May. All inventory is to be boxed up and the warehouse will
pick up and transfer the classroom setups in June. All inventory must be
accounted for in each classroom setup. It is the responsibility of the
school who is returning the classroom setup to replace any inventory that
is missing.

Student Setups:

Elementary schools return unused student textbooks/materials (to ware-
house) and request additional textbooks/materials (from the Curriculum
Office through Ivisions “student” warehouse) in August and September
(and as needed) as enrollment figures become more final. Middle School
and High School check out libraries to students in August and September
as enrollment dictates. If additional textbooks are needed for Middle
School and High School, those requests are also made through Purchase
Orders to the Curriculum Office.

PIR:

Class proposals are due in March and are added to PIR eCentral in April.
Teachers sign up for classes in April and May. PIR year runs from after
last day of school to end of April. Full time teachers are required to have
18 PIR hours, 6 of those credits must be earned in a District Directed
class. Part time teachers, or teachers hired after the first of the year,
should go to the website (gfps.k12.mt.us) and click on: District> Depart-
ment List> Human Resources> Other Info & Links> Prorated PIR Guide-
lines to see what the prorated requirements are. Teachers’ paychecks are
adjusted on the last paycheck prior to summer break if they have not com-
pleted the required PIR credits for the year.
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Curriculum Changes:
Any new ideas, courses or textbooks must be reviewed and approved by
November 1 by the Board of Directors prior to implementation.

Please contact Curriculum at ext. 6020 for these types of requests.

District Assessment:

District-level assessments, such as end-of semester and unit tests, writ-
ing samples or standardized test results, are used to measure student
achievement, to set instructional goals, to determine consistency and
balance in curriculum coverage, to provide staff development, and to
target students needing special assistance. High School and Middle
School district assessments are generally given at the end of the semes-
ter or school year.

Please contact Curriculum at ext. 6020.
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PETTY CASH

Petty Cash - Policy 7329

In May of 2013, the District adopted a Petty Cash Policy that allows
individual school buildings to have $200 in cash to be used for individ-
ual purchases of supplies and materials under the amount of Twenty-
five Dollars ($25). The purpose of this fund is to allow flexibility, at
the building level, to address minor purchases without using the cum-
bersome Purchase Order process. The petty cash account, which is not
to be co-mingled with other funds, is managed by the Building Princi-
pal and overseen by the Director of Business Operations. Purchases
must have prior approval by the Building Principal, be less than $25,
and original receipts must be kept.

Acceptable Uses include student refunds, postage, minor meeting ex-
penses (excluding mileage), minor emergency purchases, employee
purchases that have been approved by Principal and other minor ex-
penses.

Unacceptable uses are personal advances, loans, IOU’s, cashing
checks, salary/service payments, payments for outside services, travel
costs, reimbursements to temporary employees, incremental purchasing
— splitting one large purchase into several small purchases, and food.

The Principal is responsible for keeping the up-to-date reimbursement
log that tracks the use of the fund.

Great Falls Public School District

PETTY CASH REIMBURSEMENT LOG

Beginning
Balance

Date: Petty Cash Paid to: Account Code Receiver Administrative Amount $200
Signature Signature

Total Petty Cash to be Reimbursed:

Signature of Fund Custodian Signature of Principal

Ta receive reimbursement of petty cash funds this form and the Petty Cash receipts are to be forwarded to the Purchasing Department at the District Office Building.
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PETTY CASH RED FLAG REPORTING

At the end of the school year or if the fund balance gets low during the
year, send the Petty Cash fund Reimbursement Log to Accounts Paya-
ble for processing. This allows for expenditures made in the school year
to be tracked to the appropriate budget for that fiscal year.

The process is diagramed below. . .
What is Reg Flag Reporting?

Why are we doing it and how does it work?

PROCESS TO REPLENISH PETTY CASH
What is it?
Anonymous system for employees to report fiscal improprieties

Why are we doing it?
Most cost effective internal control for schools
e Most frauds are found through open channels of communication

deterries thibalifcels Reminds all employees that we are paying attention
low and creates a 2 A°°°“"‘51P_"Vab'° y Option for those people who are afraid to speak up
A 1 158 processes claim —sends .
featstionllvishons SRR S Protects your job, protects your co-workers, protects your employer
Submit reimbursement

log form with receipts to
Accounts Payable.

How does it work?
Reports are filtered by Red Flag
More information can be requested
Information is sent on to District for follow-up

Anonymous way for employees to safely report fraudulent behavior
Fraud awareness and prevention seminars
Pre-recorded training webinars

3. School cashes check to Toll-free hotline - available 24 hours a day
Web portal reporting 24/7/365

Wallet card for each employee

oy .
Awareness

e Communicate

Do the right thing

Will not tolerate the wrong thing

Define illegal and unethical behavior
“Open door” remains open

Protecting assets, employees and reputation

replenish cash — balances
account.

Also, if you are uncomfortable leaving the funds in the school vault
over the summer, send the money to the District Office Building for
safekeeping.

Uy el
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