INSTRUCTIONS for Jordan School District Crucial Concerns Review

When you log into Skyward’s Employee Access, you will receive a message asking you to complete an
online form called “2016 Policy Review.” (This prompt will appear upon login until the review is
complete.)

* Click “Close Online Form Screen and Continue to Skyward” to review the policies at another
time. To return to the review, log into Skyward Employee Access or choose “Online Forms”
from “Employee Information.”

* Click the title “2016 Policy Review” to begin the process.
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Online Forms have been found that you are required to complete. The required online forms are listed below including a description of what the online form is
for. You can clxck on the online form name to enter the online forms.
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summanes, viewing all videos and completing the acknowledgement form, you will receive
a confirmation email.

Close Online Form Screen and Continue to Skyward <

The policy review is broken into several groups. Each group includes summaries of 2-3 policies and is
one page in length.
* There is a set of questions for each group of policies. The questions are for your reflection and
do not need to be answered.
* Select “Click on this link for Policy Group ...”
* The document will open in a new window. Read each policy summary. Close the window after
reading each summary. (See page 2 of this document to view how to close windows.)
* Click “Next” or click the number of the next policy group to move through each review.
* Select “Close and Finish Later” to stop reviewing policies and return at another time. To return
to the review, log into Skyward Employee Access or choose “Online Forms” from “Employee
Information.”
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1. Policy Group A Your Name / 2015-L Policy Review

As you review the summaries of these policies, consider questions such as: What options do I have if
I'm sick? What if I'm not sick and need time off? What are my options if I need more than a day or
two off?
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Videos highlighting important procedures are included in the policy review.
*  Click the title of the video to view. The videos will open in a new window.
* Click the play arrow to start the video
* Close the window after viewing the video.

2015-L Policy Review 12. Universal Precautions Video

All employees of Jordan School District are required to participate in annual instruction in using Universal Precautions when
dealing with cleanup of all blood or body fluids (see Jordan School District Policy AS83). Video length 9:36 minutes.

Policy Group B & Click on this link for Universal Precautions Video —>
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Click here to close the window of a MAC OS (Apple) computer.

eno Universal Precautions.mp4 - Google Drive
& https://drive.google.com/file/d/0B_ByRA9LW-ccNnBFelBLalVrMTA/edit
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Step number 14 “Crucial Policies Acknowledgement” will bring up a list of all policies reviewed. Read

through the page carefully.

* The “Yes” next to “Accept Network Use” indicates your agreement to adhere to JSD District
Policy DP371 Employee Information Network Acceptable Use Policy and Social Media
Guidelines. It is important you understand your responsibilities based on the policy and

guidelines.

* The “Yes” next to “Accept Crucial Polices” indicates that you have reviewed and understand the

policies.

* Fill in your name and the date.
* Select “Next” or step number 15 to complete the process.
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It is the responsibility of every Jordan School Dlstnct employee to know and abide by all District policies. District policies are 3.4

available online at http://
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DP324 NEG Sick Leave - Licensed

DP335 NEG Personal Leave - Licensed
DP336 NEG Leave of Absence (1 Year) - Licensed
DP322 Family and Medical Leave Act

DP316 NEG Orderly Termination Procedures - Licensed

DP318 Resignations - Licensed

DP356 Substance Abuse-Free Work Environment
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AA408 Fees

Head Injuries fl? Policy Group J
,‘;" Policy Group K
12. Universal Precautions
¥ Video
13. Social Media Guidelines
¥ Video

AA445 Student Information Network Acceptable Use Policy
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The final step allows you to view your progress. Each step should be marked “Completed” and include a
date and time stamp.
* Select the small box next to “I have completed this online form.”
* Select “Finish”

You will receive an email upon completion.
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