Web-Based Policy System

Workflow — Reviewing Draft Policy Guides

e Policy Services will send an email to the designated policy contact upon completion
of a section of draft policy guides.

e Draft policy guides will appear in the Draft area of the web-based policy system.
e To go to the Draft area of your policies, log in to the web-based policy system, click

on the downward facing arrow on the right side of the policies tab at the ride side of
the screen (circled below) and then click on Draft.
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Draft policies will appear in the navigation panel on the left side of the screen.

Clicking on the section title
will expand/collapse the
Table of Contents for each
section.

Search Draft Policies < > ¢ & Clicking on an individual
policy will bring the policy
up in the reading panel to

the right.
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The Board directs that student teachers and interns shall not be accepted into district schools unless they have comg

Cross Reference Documents
for criminal history and child abuse and the district has evaluated the results of those screening processes.[2][19

Delegation of Responsibility

The Superintendent or designee shall be responsible to assign student teachers and interns to the schools.

Recommendations for selection of cooperating teachers shall be made by the building principal, department head or le
university supervisor.

The Superintendent or designee shall ensure distribution of student teachers throughout the district so that no singl
excessive student teacher classroom hours.

https://www.boarddocs.com/pa/psba/reskin/Board.nsf/Private?open&login® EIECEEE Tl c the acceptable use policy.

Editing draft policies

o Click on the policy and click the pencil icon to Edit.
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o Revise the applicable fields, such as Title, if that needs to be changed.

Set the Status to the applicable category you have established for your school
entity’s policy review process (i.e., Administrative Review, Legal Review, First
Reading, etc.).

Date fields will be revised once the board of trustees has approved the revisions.

Leave the Legal References and Footnotes as is and create notes for Policy
Services to revise these if necessary.
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100 Programs
Evaluation is a continuing process in which the administrative, professional and support employees and the respective supervisors cooperatively identify

200 Pupils gl and in an i 's job performance. Employee evaluations shall be used to assess and improve performance, encourage
professional growth, promote positive behavior, and facilitate attainment of district goals and objectives.

300 Employees
The objectives of the district evaluation plans for employees are:

301

Emgmmem of Summer School Staff 1. To identify, improve and reinforce the skills, attitudes and abilities that enable an employee to be effective in achieving district goals.

307 2. To identify and suggest ways to improve on weaknesses that prevent an employee from achieving district goals.
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o Edit the body of the policy as necessary.
o Tracking Changes feature in the toolbar may be used to edit the policy so
changes are marked up.
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procedures and policies contained in the Policy Manual as a governance tool for the Board
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o Click the diskette icon at the top, left of the policy to Save it.
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o Submit the policy through the board of trustees’ established review and
approval process.

o After the board approves the policy, notify Policy Services. Please do not
change policy status to Active. Our staff will not be able to access your Active
policies.

o Policy Services will process the policies (accepting tracking changes, adding
any needed legal references, etc.). Policies will not need to be sent as
attachments—opolicy staff will access the same policies in the Draft area of the
web-based system.

o Once policies have been processed, the newly adopted policy should be made
Active—opolicy staff will send you information on making a policy Active.
e Deleting a draft policy

o Should the school entity decide not to adopt a draft policy; the policy can be
removed from the Draft area by the school entity.



o To delete a draft policy, right click on the policy in the viewing panel and click
delete
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o A pop-up will ask you to confirm deletion of the policy. Click OK to delete.

Delete this Policy?

0K \ Cancel [

Please contact heather.masshardt@bentcreekservices.com if you have any questions
or concerns regarding your draft policies.
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