Mt. Zion School District #3
FACULTY HANDBOOK
2019‐2020

MT. ZION . . .
a great place to

LEARN

"Working with families to fully develop every child’s ability
to be a life-long learner and contributing member of society."

Dr. Travis R. Roundcount, Superintendent of Schools
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403(b) PARTICIPATION
Employees who are not students and work at least 1,000 hours per year are eligible and may participate
through a tax sheltered annuity salary reduction. A 403(b) written plan document and enrollment forms for
403(b) deductions can be obtained from the District’s central administrative office.

ACCIDENTS AND INJURIES
Injured students shall be taken to the office immediately so that proper first aid measures can be taken. If
the injury is of such a nature that the student should not be moved, the nurse and/or office should be
notified immediately.
An accident report shall be completed for all accidents and injuries involving either students or adults. This
information could be vital in case of subsequent insurance claims and/or litigation.
A copy of the accident report and a student insurance claim form should be given to the parent/guardian or
injured party at the time of the accident.

ASSEMBLY PROGRAMS
Teachers are expected to attend all school assemblies and help with the supervision of students. Should
an assembly be scheduled during a teacher's prep period, the specialist responsible for that period will
supervise the class.

ATTENDANCE
K-6 attendance shall be taken at the beginning of the school day and entered into Skyward. Students who
are tardy should be recorded accordingly. Attendance slips must be submitted to the office first thing each
morning. The office will update the attendance files for those students receiving "late passes" after the
school day has started.
7-12 attendance will be taken at the beginning of each period and entered into Skyward at the beginning of
each class period. Students arriving late to school must present a pass from the office before they are
admitted to class. Students shall never be allowed to take attendance.
It is imperative that all teachers be extremely accurate in attendance taking to insure accurate office
records.
Elementary Only: All notes from home should be turned in to the office with signed attendance sheets.

BOARD POLICIES
It is quite important that teachers become familiar with the Mt. Zion Board of Education Policy Manual.
There are copies of this manual for review in the principal's office and the central administrative offices.
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BUILDING HOURS/FACULTY MEETINGS
K-6 teachers are expected to be in their respective classrooms or assigned areas at 8:00 a.m. and remain
after school until 3:30 p.m.
7-12 teachers are expected to be on duty by 7:30 a.m. and remain after school until 3:00 p.m.
Teachers are to attend all scheduled meetings. Unavoidable absences should be arranged in advance with
the principal. In addition to the hours above, all teachers Pre-K-12 will have up to 60 minutes per month for
meetings, plus two evening events per year.
Leaving the Building During Working Hours: Should the need arise for a teacher to leave the building
during school hours, prior permission shall be obtained from the building principal.

CO-CURRICULAR CONFLICTS
Sponsors and coaches of co-curricular activities will meet prior to the beginning of each season to discuss
potential conflicts involving those students that participate in more than one activity. Once a decision is
agreed upon, the sponsors should communicate their plan(s) to the student, parents and/or the
administration (if appropriate). If resolution is not accomplished, the building principal will make the final
decision.

DISCIPLINE CODE
The student discipline code is presented in the Student/Parent Handbook. Each teacher must become
familiar with these regulations and follow them in all student discipline situations.

DISMISSAL OF CLASSES
Teachers must not dismiss their classes until the bell rings. Teachers dismiss classes, not the bell. All
students should leave the classroom walking.
It is important that teachers are present outside the door before and after each class to insure good
discipline in the hallways.

DISTRIBUTION OF MATERIALS
Signs, posters, or notices may not be distributed or posted without prior permission from the
Superintendent or designee. If an individual comes to your room to distribute any material, send him/her to
the office.

EARLY DISMISSAL OF STUDENTS
For the general safety of all students, only the office will give permission for a student to leave the building
during school hours. Parents must report to the office when requesting a child for early dismissal. DO NOT
RELEASE ANY STUDENT TO ANY PERSON(S) WITHOUT SECURING PERMISSION FROM THE
OFFICE!
Students leaving early for dentist or doctor appointments must submit a note from a parent or guardian. All
notes indicating early dismissal should be initialed by the teacher and sent to the office. The student will
then be allowed to leave the premises.
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EMERGENCY PROCEDURES
Emergency procedures must be posted in every room of attendance. If a student has a medical
emergency, the teacher is to call 911 immediately. Students are to be informed of all procedures for fire,
disaster, and evacuation. Drills will be held on various occasions. Each teacher should become familiar
with the Safeplans Emergency document and follow it in all emergency situations.

EMERGENCY SCHOOL CLOSINGS
When the decision is made to close schools for the day, the School Messenger staff communication
system will be activated. Staff will receive notification via home phone, cell phone, work phone and/or
email. The building and/or department calling tree may also be activated. Radio and television stations will
also be notified. Please tune to one of the following stations:
WXFM

99.3 FM

Radio

Mt. Zion

WSOY

1340 AM

Radio

Decatur

WSOY (Y103)

102.9 FM

Radio

Decatur

WAND

10/17

TV

Decatur

WCIA

3

TV

Champaign

WICS

2/20

TV

Springfield

School officials will make every attempt to determine (by 6:30 a.m.) if conditions call for school closing. If
there is no announcement, schools will be open as usual. On days school begins later than usual, teachers
will be expected to report at their regular assigned time or as soon as possible.

EVALUATIONS
Evaluation is recognized as an on-going procedure designed to improve the total educational program.
The types and frequency of evaluations for both tenured and non-tenured teachers will be outlined by
principals at the beginning of the school year as indicated in the District evaluation plan.
Teacher job descriptions are included in the District's evaluation plan. A copy of the Certified Evaluation
Plan in its entirety should be located in each building's teacher work room and may be perused or
duplicated at will.

EXTRA DUTY PAY
The Extra Duty Pay categories and rates are as follows:
Summer School/STEM Teachers/After School Tutor/
Building Technology Assistant (SYSOP)
Homebound Teacher
Driving Teacher/Saturday School/Fieldhouse Supervisor

$23.00/hour
$26.00/hour
$20.00/hour
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FIELD TRIPS
The school is sometimes restricted in meeting many objectives of education because of limitations placed
on the school environment. Some of these limitations may be removed by extending and supplementing
classroom experiences through field trips. Trips should be planned far enough in advance so as to become
an integral part of the educational program.
The following procedures shall be followed by teachers planning field trips:
1. Notify the principal in advance.
2. Fill out a request for bus transportation at least two weeks prior to the field trip.
3. As much information as possible concerning the trip shall be given to the student's parents by
attaching it to a parental permission form. Suggested items to include: background
information,
destination, scheduled trip, unsupervised time (if any), route, departure time, place of departure,
return time, point of return, participants transportation, drivers, chaperones, money needed, and
appropriate dress.
4. The teacher should furnish the office with a complete list of students attending the field trip at least
72 hours in advance.
5. Medical releases shall be filled out by the parents if the trip is an overnight trip.
6. A teacher shall always have the responsibility of supervising and monitoring student behavior on
field trips.
7. If more than one bus is provided, there should be a teacher for each bus.
8. The general conduct and attitude of those participating should reflect credit upon our school. All
school rules and student handbook expectations apply during field trips.
9. The teacher will take a head count before leaving the school to determine the total number of
students on the bus. A head count shall be taken each time students leave or re-enter the bus as
well as entering and leaving any facility on the field trip itinerary.

FINANCIAL ACCOUNTS
All money used for school clubs and student organizations must be handled through the building's activity
fund. Money collected and/or earned by these student clubs shall be turned into the school secretary for
deposit in the activity account.
This money shall be deposited promptly to insure its safekeeping. Sponsors are responsible for the
accounting of the monies collected.

FORMS AND PROCEDURAL BULLETINS
The following forms and procedural bulletins are available from principals for teachers. Teachers should
become familiar with each of the following items: Accident Forms, Inventory Form,
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FORMS AND PROCEDURAL BULLETINS (continued)
Emergency Drill Procedures, Emergency Personnel Form, Request for Transportation Form, and Graduate
Credit Request Form.

FRAUD REPORTING
This statement is included in the employee handbook to make employees aware that the District will not
tolerate activities which may be fraudulent and that reports will be investigated. Employees are under
obligation to report any observed or suspected fraud to the Superintendent or Board of Education. All
reports will be investigated and if any wrongdoing is founded disciplinary measures will be implemented.

GENERAL TEACHER INFORMATION
It is always necessary to have some rules and regulations in order to carry out an effective school program.
Important areas include the following:
1. Teachers are expected to be on time for school. Be on time to all duties assigned to you. You must
be at your classroom when students arrive for classes.
2. Be sure that students have enough to do...always challenge them to do their best. Idle students can
become discipline problems.
3. Be sure to keep control of your classroom right from the start...do not let it get away from you.
Classroom discipline is part of your job. You are expected to handle all such cases, but if you have
a difficult case, do not hesitate to ask for help. Set up a discipline plan and inform parents of your
plan.
4. Be sure to inform the office of any activities you are planning that will occur outside your classroom.
5. Group trips must be approved and planned in advance so that proper transportation arrangements
can be made. Teachers must complete bus request forms and forward to building principals. The
transportation office would like a one (1) week notice from the principal when scheduling buses.
6. Keep a record of students’ work in your grade/record book. Have it available in a usable and
understandable form at all times. Communicate with parents on a regular basis.
7. A teacher is not to leave the classroom unattended. By law, teachers are regarded as individuals
liable for negligence resulting from lack of supervision. If you must leave, ask another teacher to
assume responsibility or notify the office and ask for assistance.
8. Remember, the Administration is here to support you. Whenever you send a student to the
principal’s office, be sure to check with him/her for disposition of the case.
9. Once a student has been sent to the principal’s office, teachers are not to indicate to the student
that he/she may be banned from returning to class.
10. Teachers are not to shove, grab or use physical force with students in disciplinary situations.
Needless to say, reasonable force shall only be used in breaking up a fight or protecting another
student or yourself. Teachers shall not use profanity when dealing with students, including coaching
situations.
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GRADE REPORTING
K-1 report cards will be sent home at the end of each 9-week period. Grades 2-12 report cards will be
posted on Family Access each 9-week period. Specialists with grades that must be recorded on the report
card should provide those grades for the classroom teachers at least 24 hours prior to distribution. The
dates for the 9-week periods will be included on the annual school calendar.

GRADUATE HOUR REQUEST
Teachers should complete the Graduate Hour Request Form (see District web site) to receive prior
permission from the Superintendent to enroll in courses to be advanced toward his/her salary schedule. In
order to receive credit for graduate hours on the salary schedule, the teacher must provide the District
Superintendent’s office with an official copy of the completed grade report indicating a grade B or higher.
Therefore, courses taken Pass/Fail will not be included in movement on the salary schedule unless the
University Policy (an instructor’s letter doesn’t count as the University Policy) indicates a Pass Course
Grade equivalent to or above “B” work. In addition, it is the teacher’s responsibility to know how the course
grade will be posted and provide the Superintendent with the University Policy on Pass/Fail courses.
Completed grade reports received by the Superintendent’s Office on or before the first Teacher Institute
Day in August (considered the beginning of the current school year), will be applied to that school year’s
salary schedule; reports received on or after the first day with students will be applied to the following
year’s salary schedule. An official transcript from an accredited university must be provided to the
Superintendent upon completion of a Master’s Degree program, indicating Degree and date awarded.

HOMEBOUND/HOSPITAL INSTRUCTION SERVICES
At times during the year it becomes necessary to continue a student’s learning environment at home or in
the hospital. If home or hospital instruction is needed, the following procedures will be followed.
1. The principal will secure the home or hospital instructor.
2. The principal will be responsible for seeing that the attendance is reported according to the
Illinois State Board of Education regulations.
3. The home instructor will be responsible for teaching the student at least one hour per day (or five
hours per week) which includes lessons, assignments, and grades during the home/hospital period.
Close cooperation should exist between the student's current teacher(s) and the home/hospital
instructor. Grades given by the home/hospital instructor are to be forwarded to the student's
teacher(s). If the home/hospital instructor has the student for less than eight weeks, his or her grade
should be given by the regular teacher(s). For long-term home students, the home/hospital instructor
should be responsible for the grade in consultation with his or her regular teacher(s).
4. The principal, with the assistance of the special education staff, if applicable, will see that the proper
forms are administered and received for each home/hospital student.

IDENTITY PROTECTION POLICY
The collection, storage, use, and disclosure of social security numbers by the School District shall be
consistent with State and federal laws. The goals for managing the District’s collection, storage, use, and
disclosure of social security numbers are to:
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IDENTITY PROTECTION POLICY (continued)
1. Limit all activities involving social security numbers to those circumstances that are authorized by
State or federal law.
2. Protect each social security number collected or maintained by the District from unauthorized
disclosure.
The Superintendent is responsible for ensuring that the District complies with the Identity Protection Act, 5
ILCS 179/. Compliance measures shall include each of the following:
¾ All employees having access to social security numbers in the course of performing their duties shall
be trained to protect the confidentiality of social security numbers. Training should include
instructions on the proper handling of information containing social security numbers from the time of
collection through the destruction of the information.
¾ Only employees who are required to use or handle information or documents that contain social
security numbers shall have access to such information or documents.
¾ Social security numbers requested from an individual shall be provided in a manner that makes the
social security number easily redacted if the record is required to be released as part of a public
records request.
¾ When collecting a social security number or upon request by an individual, a statement of the
purpose(s) for which the District is collecting and using the social security number shall be provided.
¾ All employees must be advised of this policy’s existence and a copy of the policy must be made
available to each employee. The policy must also be made available to any member of the public,
upon request.
¾ No District employee shall collect, store, use, or disclose an individual’s social security number
unless specifically authorized by the Superintendent.

ILLNESS
Teachers unable to conduct classes due to illness shall notify their building principal on the preceding
evening or before 6:00 a.m. Lesson plans, grade books, seating charts, etc., must be left available for the
substitute so that an adequate job of teaching can be done.

INVENTORY
Care and Use of Equipment:
¾ A running inventory is kept of all school property. Each teacher is responsible for items in the
classroom.
¾ Each teacher is responsible for keeping his/her room in a neat, orderly manner and for the
safekeeping of furniture, maps, charts, and reference books in the room. Any serious damage to
furniture or equipment should be reported to the office.
¾ Each teacher is responsible for keeping food and drink off the computer tables.
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INVENTORY (continued)
¾ Each teacher shall prohibit the use of floppy disks in computers. Exceptions will be made only for
classes which require disk use i.e. CAD and then the disks must be CAREFULLY supervised.
¾ All written requests for special work to be completed by maintenance personnel should be submitted
to the building principal.

KEYS AND ROOM SECURITY
Teachers will be issued keys to their room, desk, file cabinets, etc. Students shall not be entrusted with
school keys. If keys are lost (misplaced), the principal should be notified promptly.
During instructional day, and when leaving for the day, classroom door should be locked.

LESSON PLANS
Weekly lesson plans must be maintained by every teacher in the District. Daily plan books are distributed
by principals at the beginning of each school year.
Lesson plan books shall be easily found and available when needed for substitute teachers.

MAKE-UP WORK/INCOMPLETE GRADES
Teachers are responsible for providing the office with make-up/homework when requested. From time-totime, parents telephone the school and request assignments to be picked up.
This is an important public relations aspect of a teacher’s job. Parents of absent children who request
assignments should be accommodated, whenever possible and/or practical.
If a student is absent from class, it is his/her responsibility to make up the work missed, according to each
individual teacher’s directions.
All students will be able to make up work missed during an excused absence, provided it is made up within
a reasonable period of time. A good “rule of thumb” is a ratio of two-to-one. It is the expectation that work
that was due on one of the excused absence days should be turned in the first day of attendance when the
student returns. New work that is assigned on one of the excused absence days should receive one day to
gather the assignment(s) and one day for each excused absence to complete the work before unfinished
work becomes a "0".
No incompletes will be given at the end of a school year except in emergency situations due to accident or
illness.

MEDICATION
The school nurse, school secretary, school principal, and/or assistant principal may administer medication
only with specific directions from a physician. Medication should not be administered by other school staff,
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MEDICATION (continued)
and all medication will be stored in a locked office. Use or possession of medical marijuana on school
property or at school events is prohibited.

PUBLIC RELATIONS
Communication with parents is the key to promoting positive public relations within the school community.
A phone call and/or conference with the parents of those students experiencing academic difficulties or
causing discipline problems will keep these parents informed and appreciative of our concern for their
student’s welfare. Talking positively about the school in the community will also promote good schoolcommunity relations.

PURCHASE ORDERS
Requests for supplies, books, and supplementary materials are made through the principal’s office. Items
of major importance should be anticipated in advance and requisitioned for insuring delivery during the
summer months. No purchase will be honored by the District unless it is accompanied by a purchase order
or purchase permit signed by the principal.
Teachers may not purchase materials on their own and subsequently voucher the district for
reimbursement without prior permission from their building principal.

REGISTRATION OF CERTIFICATES
Teachers are responsible for registering their teaching certificate(s) with the Regional Superintendent of
Schools prior to the beginning of the school year.

SAFETY
All District operations, including the educational program, shall be conducted in a manner that will promote
the safety of everyone on District property or at a District event. Employees are expected to notify their
supervisor in writing of any safety issues in their work environment.

SCHOOL NURSE/HEALTH RECORDS
Health records are maintained for all District students. Teachers will receive a list of students with health
conditions that could require emergency treatment. The nurse will prepare the annual list which will be
available to staff members during the first couple of weeks of each school year.
Teachers should refer health problems to the school nurse(s).

STUDENT HANDBOOKS
All teachers are given a copy of the District parent/student handbook at the beginning of each year. It is
imperative that they become completely familiar with the rules and regulations contained in this booklet.
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STUDENT RECORDS/FILES
Unless granted prior permission from the building principal (or designees), all confidential student records
and/or files should remain in a secured file cabinet (or vault) located in the main office.

SUBSTITUTE TEACHER FOLDER
Each teacher shall prepare a “substitute teacher folder” at the beginning of the year that will be available
for substitutes when he/she is absent.
This folder should include the following information:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

Guidelines for substitute teachers
Master schedule and teacher’s schedule
Teacher extra-duty assignments
District handbooks
Diagram of the school
Time schedule for the day
Seating chart(s) of all students in the class
Routine procedures (students leaving for special reading, speech, L.D., etc.)
Attendance procedures (attendance forms)
Emergency procedures
Lesson plans for the day
Any other information pertinent to the success of the individual classes

SUPERVISION
Any time a teacher has a class or a small group of students, whether during the regular school day or after
school, it is his/her responsibility to see that the students are supervised. Students kept after school or who
come in for additional help must be supervised by the teacher. Teachers shall never leave a class
unattended. It is essential that teachers report for all supervisory duties. Duty lists may be revised and
placed in mailboxes. These duties could include detentions, bus duty, restroom/hallway supervision and
supervision at assemblies.
Teachers shall pay especially close attention to the use of computers. Teachers should report any
suspicious activity i.e. "game playing" to the Curriculum and Technology Director, Technology Specialist, or
Building Principal. NO outside material may be loaded on a computer by a student. Teachers should
closely monitor all student Internet transactions.

TECHNOLOGY
Employee use of technology shall be in accordance with the acceptable use of computer network
guidelines. All staff members must inform the Curriculum and Technology Director of any network
password changes. In addition, all district employees who use personal technology and social media shall
adhere to the high standards for appropriate school relationships and use a district provided method when
possible to communicate with students and families. Use of personal technology should not interfere with
the work day.
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TELEPHONE
Except in emergency situations, telephone calls received will be forwarded to the teacher's voice mail.
Teachers carrying personal cell phones should insure that the phone is turned off during class/supervision
times. Teachers will not be able to use personal cell phones except during planning periods when such use
would not interfere with the regular school day.

TEXTBOOK DISTRIBUTION
All textbooks are to be stamped and numbered. Each teacher is to maintain a list of textbooks issued to
students, which includes the textbook number and the condition of the textbook (new, good, fair, poor). The
student's name and date of issue should be written in ink when it is distributed.

USE OF TOBACCO ON SCHOOL GROUNDS
The use of tobacco (smoking and/or chewing) is prohibited on all school grounds and in school-owned
vehicles. Tobacco use by employees is prohibited in the presence of students while on duty or while acting
in a supervisory capacity while off campus. All employees must adhere to state and federal laws related to
the use of tobacco on school grounds.

VISITORS
All visitors must use the school's buzz-in system for entry into the school. Upon entering the school, visitors
must immediately report to the office. All visitors must receive prior permission and receive a visitor badge
from the office before proceeding to any part of the building. Visitors without badges should be redirected
to the office and the office should be notified.
Whenever there are visitors present, teachers should make them feel welcome. This is an important part of
positive public relations with our community and parents.

Thought for the Day:
“You’re not going to master the rest of your life in one day. Just relax.
Master the day and then just keep doing that every day.” HealthyPlace.com
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MT. ZION CUSD #3 SCHOOL CALENDAR 2019-20
AUG
15 ‐
16 ‐

FIRST DAY FOR RETURNING TEACHERS ‐ TEACHER INSTITUTE DAY ‐ NO STUDENTS IN ATTENDANCE
FIRST DAY FOR STUDENTS AND IN‐SERVICE TRAINING:
DISMISS: GRADES 7‐12 ‐ 11:05 A.M. GRADES 4‐6 ‐ 11:40 A.M. GRADES K‐3 ‐ 11:35 A.M.

SEPT
2 ‐

LABOR DAY ‐ NO SCHOOL

OCT
11
14
18
24

‐
‐
‐
‐

NO STUDENTS IN ATTENDANCE ‐ FULL DAY P/T CONFERENCES (K‐12)
COLUMBUS DAY ‐ NO SCHOOL
END OF FIRST NINE‐WEEK PERIOD
REPORT CARDS AVAILABLE

NOV
11 ‐
27 ‐
28 ‐
29 ‐

VETERAN’S DAY ‐ NO SCHOOL
TEACHER INSTITUTE DAY ‐ NO STUDENTS IN ATTENDANCE
THANKSGIVING DAY ‐ NO SCHOOL
THANKSGIVING VACATION ‐ NO SCHOOL

DEC
20
20
20
23

‐
‐
‐
‐

IN‐SERVICE TRAINING: DISMISS: GRADES 7‐12 ‐ 11:05 A.M. GRADES 4‐6 ‐ 11:40 A.M. GRADES K‐3 ‐ 11:35 A.M.
END OF SECOND NINE‐WEEK PERIOD
END OF FIRST SEMESTER
FIRST DAY OF CHRISTMAS VACATION ‐ NO SCHOOL

JAN
6 ‐
7 ‐
9 ‐
20 ‐

TEACHER INSTITUTE DAY ‐ NO SCHOOL
SCHOOL RESUMES
REPORT CARDS AVAILABLE
MARTIN LUTHER KING'S BIRTHDAY ‐ NO SCHOOL

MAR
13 ‐
END OF THIRD NINE‐WEEK PERIOD
16‐20 ‐ SPRING VACATION ‐ NO SCHOOL
26 ‐
REPORT CARDS AVAILABLE

APR
10 ‐
13 ‐

SPRING BREAK ‐ NO SCHOOL
TEACHER INSTITUTE DAY ‐ NO STUDENTS IN ATTENDANCE

MAY
22 ‐

TEACHERS’ SCHOOL IMPROVEMENT WORKSHOP:
DISMISS: GRADES 7‐12 ‐ 11:05 A.M. GRADES 4‐6 ‐ 11:40 A.M. GRADES K‐3 ‐ 11:35 A.M.
22 ‐
LAST DAY OF SCHOOL IF NO SNOW DAYS ARE USED
25 ‐
MEMORIAL DAY ‐ NO SCHOOL
*MAY 22‐JUN 4 ‐ PENDING SNOW DAYS
* ‐
END OF FOURTH NINE‐WEEK PERIOD
* ‐
END OF SECOND SEMESTER
* ‐
REPORT CARDS AVAILABLE VIA FAMILY ACCESS

JUNE
4 ‐

LAST DAY IF ALL SNOW DAYS ARE USED
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MT. ZION CUSD #3 SCHOOL CALENDAR 2020-21
AUG
17 ‐
18 ‐

FIRST DAY FOR TEACHERS ‐ TEACHER INSTITUTE DAY ‐ NO STUDENTS IN ATTENDANCE
FIRST DAY FOR K‐12 STUDENTS AND IN‐SERVICE TRAINING; EARLY DISMISSAL: GRADES 7‐12 DISMISS AT: 11:05 A.M.;
GRADES 4‐6 DISMISS AT: 11:40 A.M.; GRADES K‐3 DISMISS AT: 11:35 A.M.

SEPT
7 ‐

NO SCHOOL ‐ LABOR DAY

OCT
9 ‐
12 ‐
16 ‐
22 ‐

NO STUDENTS IN ATTENDANCE ‐ FULL DAY PARENT/TEACHER CONFERENCES (K‐12)
NO SCHOOL ‐ COLUMBUS DAY
END OF QUARTER 1
REPORT CARDS AVAILABLE

NOV
11 ‐
25 ‐
26 ‐
27 ‐

NO SCHOOL ‐ VETERAN’S DAY
NO STUDENTS IN ATTENDANCE ‐ TEACHER INSTITUTE DAY
NO SCHOOL ‐ THANKSGIVING DAY
NO SCHOOL ‐ THANKSGIVING VACATION

DEC
22 ‐

END OF QUARTER 2
END OF SEMESTER 1
IN‐SERVICE TRAINING; EARLY DISMISSAL: GRADES 7‐12 DISMISS AT: 11:05 A.M.; GRADES 4‐6 DISMISS AT: 11:40 A.M.;
GRADES K‐3 DISMISS AT: 11:35 A.M.
23‐31 ‐ NO SCHOOL ‐ CHRISTMAS VACATION

JAN
1 ‐
4 ‐
5 ‐
7 ‐
18 ‐

NEW YEAR’S DAY ‐ NO SCHOOL
NO STUDENTS IN ATTENDANCE ‐ TEACHER INSTITUTE DAY
SCHOOL RESUMES
REPORT CARDS AVAILABLE
NO SCHOOL ‐ MARTIN LUTHER KING'S BIRTHDAY

FEB
15 ‐

NO SCHOOL ‐ PRESIDENTS DAY

MAR
1 ‐
12 ‐
18 ‐
29‐31 ‐

NO STUDENTS IN ATTENDANCE ‐ CASIMIR PULASKI DAY
END OF QUARTER 3
REPORT CARDS AVAILABLE
NO SCHOOL ‐ SPRING BREAK

APR
1‐2 ‐
5 ‐

NO SCHOOL ‐ SPRING BREAK
NO STUDENTS IN ATTENDANCE ‐ TEACHER INSTITUTE DAY

MAY (*MAY 24‐JUN 4 ‐ PENDING SNOW DAYS)
24 ‐

31 ‐

*LAST DAY OF SCHOOL IF NO SNOW DAYS ARE USED
*END OF QUARTER 4
*END OF SEMESTER 2
*REPORT CARDS AVAILABLE VIA FAMILY ACCESS
* SCHOOL IMPROVEMENT ‐ EARLY DISMISSAL:GRADES 7‐12 DISMISS AT: 11:05 A.M.; GRADES 4‐6 DISMISS AT: 11:40 A.M.;
GRADES K‐3 DISMISS AT: 11:35 A.M.
*NO SCHOOL ‐ MEMORIAL DAY

JUNE
4 ‐

*LAST DAY IF ALL SNOW DAYS ARE USED
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OFFICE HOURS AND PHONE NUMBERS
McGaughey Elementary School
Office Hours: 7:30 a.m. - 4:00 p.m.
Phone: 864-2711 Fax: 864-4126
Principal: Mrs. Brandi Kelly
Mt. Zion Grade School
Office Hours: 7:30 a.m. - 4:00 p.m.
Phone: 864-3631 Fax: 864-6131
Principal: Mr. Gary Gruen
Mt. Zion Intermediate School
Office Hours: 7:30 a.m. - 4:00 p.m.
Phone: 864-2921 Fax: 864-5175
Principal: Mr. Randall Thacker
Mt. Zion Junior High School
Office Hours: 7:00 a.m. - 3:30 p.m.
Phone: 864-2369 or 864-2360 Fax: 864-6829
Principal: Mrs. Julie Marquardt
Curriculum and Technology Director: Mr. William Rockey
District Technology Specialist: Mrs. Julia McNamara
Mt. Zion High School
Office Hours: 7:00 a.m. - 3:45 p.m.
Phone: 864-2363 or 864-2364 Fax: 864-5815
Principal: Mrs. Cheryl Warner
Assistant Principal: Mr. Michael Mose
District Athletic Director: Mr. Ben Davis
Police Liaison Officer: Mr. Sean Higgins
District Food Service
Office Hours: 6:30 a.m. - 3:00 p.m.
Phone: 864-2114 Fax: 864-5815
Food Service Director: Mrs. Darcie Hayes
District Transportation
Office Hours: 6:00 a.m. - 4:30 p.m.
Phone: 864-5233
District Transportation Director: Mr. Mark Hogan
District Central Office
Office Hours: 7:00 a.m. - 4:30 p.m.
Phone: 864-2366
Superintendent: Dr. Travis R. Roundcount
Associate Superintendent: Mr. Brian M. Rhoades
BASAP
Hours: 6:15 a.m. - 8:00 a.m. & 3:15 p.m. - 6:00 p.m.
Phone: 864-2814 (McGaughey); 864-3017 (Mt. Zion Grade)
Director: Mrs. Lori Rutherford
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