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Broward Estates Elementary School
CONGRATULATIONS! You are a member of an EXCELLENT and EXCEPTIONAL Team.  You are the instrument of change, which will allow our students to achieve at their highest potential, as well as, promote academic excellence within the community. You are a valuable member of an innovative staff.  We welcome you to the BEES Family!

Our 2015-2016 faculty handbook has been designed to inform, encourage and guide you through the procedural safeguards that promote better communication throughout the school year.  The information in this handbook will enable teachers to have concise and readily available answers to questions, which may arise throughout the school year.  Policies, procedures, and expectations may change as the year progresses.  As a result, policies, procedures, and expectations may be revised and implemented to best meet the needs of all stakeholders.  You may locate additional information in the Code of Ethics pamphlet, Broward County Teachers Union Contract, and the Broward County Policies Handbook.  The above resources are located in the principal’s office, media center, and faculty lounge if you wish to peruse these items.  This handbook is not intended to conflict in any way with contracts in force or any School Board of Broward County policies, statutes, or regulations.

You are expected to be the best because our students deserve the best.  We encourage you to reach for the stars and foster a love of learning by encouraging all students to strive for academic excellence. You are going to have a fantastic year because you and all of your colleagues are exceptional people.  

Enjoy what you do because you have a very special occupation, you influence the lives of hundreds!

Sincerely,
Mrs. Cyntheria J. Hunt
Mrs. Cyntheria J. Hunt, Principal




Dr. Georgia Stewart
Dr. Georgia Stewart, Assistant Principal
MISSION STATEMENT

Broward Estates Elementary Magnet School’s mission is to empower, educate and equip our students with the tools to be successful.  With a dedicated and committed staff, parent involvement, and community partnership, our students will meet the challenge of the future.
VISION

We believe in an exemplary school that provides the highest quality of education for all students.
BELIEF STATEMENTS

We believe that....
* 
every student is entitled to an equal educational opportunity, and that individuals should be treated with dignity and respect.

* 
it is our responsibility to encourage students to succeed and become the best they can be, as we believe that achievement will rise to the level of expectation.

* 
the school system should be responsive to the diversity of our total population.

* 
all students can learn when learning is fostered in the home, in the school and in the community.

* 
a safe and secure environment is a requisite to teaching and learning.

* 
all stakeholders should be accountable for improving student achievement and school effectiveness.

* 
staff should be provided with professional development opportunities and training to improve student achievement and student effectiveness.

* 
positive self-esteem is essential for all students.

*
 a dedicated, creative and supportive staff is essential to a quality education.

* 
all students need appropriate social skills and a consistent, structured environment in which to learn.

* 
critical thinking skills should be taught through an integrated curriculum.

ACADEMIC FAIRS

 TC  "ACADEMIC FAIRS" \l 1 
The School Board of Broward County supports and sponsors various curriculum fairs during the school year.  Teachers are urged to have students participate in curriculum fairs (such as science, social studies, literary, and computer).  These fair activities should be a part of the daily curriculum units.  Broward Estates Elementary School is fortunate to have many talented and creative students and teachers who always make us proud in our representation in the School Board sponsored activities.  In addition, all third, fourth, and fifth grade students will be required to complete a science project to be entered into the Academic Fair.  PLAN AHEAD.  Please see staff calendar for scheduled dates.  All classrooms will be represented at the Academic Fair.

ACCREDITATION

 TC  "ACCREDITATION" \l 1 
Broward County Schools are accredited by the Southern Association of Colleges and Schools (SACS) and the State of Florida.  Overall school improvement is the main objective of school evaluation and self-study projects.

The Southern Association of Colleges and Schools is a regional educational organization, which accredits both public and private schools.  Annual reports are sent to the association in a continuing program of school improvement.  School visitations are periodically conducted by the association.

ACTIVITY CLASSES

 TC  "ACTIVITY CLASSES" \l 1 
Each student is scheduled to attend activity classes (PE, Technology/Research, Robotics/Engineering) during each marking period.  Please see schedule for this year’s activities.  Each student is required to attend these classes.  No faculty or staff member may keep a student from attending activity classes for punishment or to finish classroom work.  If arrangements need to be made for a specific student, it must be approved by administration and/or the Child Study Team.

Students are required by Broward County School Board to have recess daily for 15 minutes.  Recess cannot be used as a punishment or reward for the students.  Please follow playground policies and procedures as indicated on the videotape viewed at the beginning of the school year.

AFTER CARE AND CLASSROOMS

 TC  "ACTIVITY CLASSES" \l 1 
After care classrooms will rotate on a trimester basis.  Any concerns regarding rooms need to be in writing and forwarded to administration.

PMP'S

Students who do not meet academic standards must be placed on a Progress Monitoring Plan (PMP) in Reading, Math, Writing or Science.  AIP’s must be documented on a parent conference form with the parent/guardian signature. All necessary adjustments should be made throughout the year.  Any student performing below grade level or in danger of academic failure must be given an PMP and this box must be checked on the Interim Report and conference form.  Provisions must be made for new students throughout the year.  Teachers should not assume that a student coming from another school already has a PMP.

ARRIVAL/DISMISSAL PROCEDURES

Arrival Procedures For Faculty And Staff

Faculty and staff are expected to observe the seven and one half (7 1/2) hour workday as outlined in the contract. Broward Estates Elementary School hours for faculty and staff are 7:45 a.m. until 4:15 p.m. Staff members should make every effort to arrive on time. Should an emergency arise and the employee is unable to arrive at 7:45 a.m., the school must be called to inform the office of the problem and the expected arrival time.

Arrival Procedures For Students

Classrooms are to be opened fifteen (15) minutes before the beginning of the school day (7:45 a.m.). Students will be admitted into the classroom at 8:00 a.m. Each teacher is expected to be in his/her classroom at this time. Students who arrive before 8:00 a.m. should be directed to their grade level's designated location. Staff will be assigned to the hallways to supervise and monitor student behavior and interaction. Any student arriving after the 8:00 a.m. bell must go to the office for a tardy slip before going to his/her classroom.  Teachers should tell students about the arrival procedures on the first day of school and periodically remind them of these procedures during the school year.

Early Dismissal for Faculty and Staff

 TC  "C.  Early Dismissal For Faculty And Staff" \l 2 All staff members are required to complete a Request To Leave Early Form and notify administration if the need to leave campus before 4:15 pm arises.  Emergencies will be dealt with on an individual basis.  No one may arrange for other personnel to cover classes unless it is approved by administration.  ALL FACULTY and STAFF must sign out in the notebook provided in Sherry Candelaria’s office.  Arrangements for doctor appointments and other errands should be made after school hours or the staff member should take personal/sick days.  

Early Dismissal for Students

 TC  "D.  Early Dismissal For Students" \l 2 
Early dismissal of any student must be authorized by the office.  The school will release children only to person(s) noted on the registration form and emergency dismissal form.  Parents must make requests at the school office to pick up children for early dismissal.  Teachers should dismiss children only after being notified by the office.  DO NOT dismiss children to anyone who comes to the classroom.  For emergency dismissals students are to follow the instructions written on their individual emergency sheet.  Students will not be released early after 2:30 p.m.

Staggered Student Dismissal

 TC  "E.  Regular Student Dismissal" \l 2 
Teachers must have prior parental permission before permitting a student to remain after school.  It is the responsibility of each teacher to make sure that his/her students arrive at the bus area on time. The dismissal schedule is as follows:


Buses
2:40 p.m.

Car Riders/Walkers/Aftercare
2:50 p.m.

All car riders are to wait in the  new cafeteri until their parents arrive.  Students not picked up by 3:15pm will be escorted to the front office by staff to call home.
ASSEMBLIES

Assembly times will be listed in the staff monthly calendar.  Teachers are to accompany their students to the cafeteria and remain with their class during all assemblies. Classroom teachers are responsible for the conduct of their students during the assemblies.  Therefore, teachers are to be active participants of the audience.  If the assembly is held during an activity class, the activity teacher will supervise the students in the assembly while the classroom teacher utilizes their planning period.

ATTENDANCE

Attendance folders are kept by the classroom teacher. Codes for marking the sheet are in the folder.  Teachers are required to use the new coding:


 E= Date of Entry      


 F= Full Day Absent    


 T= Tardy    


 U= Unexcused Absence


 I = Internal Suspension


 S= Suspension       


WD= Withdrawn

New students admitted to class must have an E1 placed next to their name on the date of enrollment.  

Attendance folders are expected be sent to the office no earlier than 8:30 am and no later than 9:00 a.m. by substitute or interim substitute teachers. Regular classroom teachers must record attendance in Pinnacle no later than 9:00am each morning. If a child is absent a U should be placed, in pencil, on the attendance card on the appropriate date until notification is received from the parent or the office.  Once notification of the absence is received the U will be changed to an F by the DPC.  Please enclose all written correspondence with the attendance.  If the notification is verbal, please notify the DPC via email or a written note to be enclosed with the attendance.  Teachers must completely fill out and sign attendance change form   when necessary.

Teachers are required to phone the student's home to determine cause for any unexplained absences after three (3) consecutive days.  If no cause can be determined, a note must be sent to the IMT for follow up action. If you know the status of an absence changes, please notify the IMY in writing (e-mail, or attach a note to your attendance).  At the end of the marking period, if you see that a student has excessive absences (10 or more days) make a copy of that student's report card and send it to the IMT.

Students who arrive to school after the tardy bell has rung must go to the office for a tardy slip before entering their classroom after 8:00 am.  Teachers are required to keep accurate tardy records. Teachers should try to work with the parents of students who are consistently tardy.  Every effort should be made to encourage students to arrive on time to school on a daily basis.  Teams are encouraged to come up with creative ways to reduce tardiness. If a child is consistently tardy and the teacher is unable to contact a family member please notify our Community Liaison to conduct a home visit.

BREAKFAST AND LUNCH PROGRAMS

A breakfast and lunch program is offered to students, teachers and staff. An application for this is placed in every student first day packet and must be filled out by parents and approved by the principal.  Breakfast is served beginning at 7:15 a.m.  

Lunch is a time for children to relax and have quiet conversation.  Teachers should reinforce this rule.  Teachers are expected to have their class in the cafeteria at their designated times listed on the lunch schedule as lunch tables have been assigned on a rotating basis.

Teachers are not required to supervise their class during lunch.  However, teachers are expected to review proper lunchroom behavior and cafeteria rules with students on a regular basis.  Paraprofessionals, assistant principal and support staff will monitor and supervise student conduct and behavior in the cafeteria.  Teachers should encourage students to respect and obey the adults in charge.  Supervision of students on campus, including the cafeteria is a responsibility of every staff member.

Teachers are expected to enter the cafeteria and go to the assigned table of their class to pick up their students at the designated time.  Students are dismissed by individual tables by the support staff members.  Every effort should be made to keep the cafeteria neat and clean for each class that follows.

BULLETIN BOARDS

Bulletin boards, both in the classroom and throughout the school, should be student generated and academically focused reflecting work in progress, as well as special events.  Bulletin boards should contain the teacher’s name and current information relevant to the activities of the students.  They may reflect special events, projects, units of study, or holiday themes.  All work displayed should be grammatically correct.

CAFETERIA PLAN
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Goal:  Students will interact with courtesy and respect in the BEES Café at all times by demonstrating “5 star dining manners”.

Teachers are expected to promote good BEES cafe decorum by discussing appropriate behavior with students and reinforcing the BEES cafe rules.  When students believe their behavior in the BEES cafe is important to you, they tend to try harder.  Discuss the following student responsibilities with your class.  Review the expectations and rules with your students frequently and when you have not had a “5 Star” dining experience.

Student Expectations:

1. Use the restroom before entering the BEES Café.

2. Enter the BEES Café using the doors on the west back side. Exit the BEES Café

        by using the doors on the east front side of the cafeteria.

3. Keep hands, feet, body, and other objects to your self while waiting in line.

4. Take all food items and utensils when going through the line.

5. Observe the traffic patterns by watching where you are going at all times.

6. Eat first, talk quietly later.

7. Stay seated and do not turn around in your seat.  Raise your hand for help.

8. Demonstrate good table manners.

9. Pick up all trash in your area when cleaning up your table area.

10. Wait quietly for your teacher to walk over to your table to dismiss you at your 

        your designated time.


If BEES Café Monitors use the prompt “diners please give me high five” and raise their hand for high five; everyone will cease conversations and movement and listen for directions and instructions. 

Teacher  Expectations:

All classes are expected to observe the BEES café lunch schedule by being prompt to bring students to lunch and prompt when picking students up from lunch.  Teachers are encouraged to have students use the restroom and wash their hands before their dining experience.    

Teachers are expected to walk to your assigned table to dismiss your students to ensure that your café helpers have cleaned your area for the next class. Teachers should quietly line up your students at the entrance to the BEES café and exit through the left door.    The administration, café monitors, business partners, and PTA will work collaboratively to provide incentives for good BEES cafe behavior. 

Teaching Responsibilities:

1. At the beginning of the school year and after long vacations, teachers will

review and model the rules and expectations for a “5 star dining” experience in the BEES cafe.  Review cafeteria rules daily throughout the year, prior to going to lunch to promote and encourage a “5 star dining” experience.

2.   
Select table washers and floor sweepers on a weekly basis to encourage to promote school pride and responsibility.

3.   
Each teacher will place a copy of the BEES cafe rules and expectations in their sub folder.

4.   
Reward appropriate behavior through praise and privileges related to earning incentives.

Encouragement Procedures:

Staff will consistently encourage responsible behavior through positive interactions.


1.  
Initiate positive attention and friendly interactions.

2.   
Provide verbal praise for following BEES café rules and expectations. Provide incentives (i.e. five star coupon for appropriate behavior).

3.   
Teachers will be given a star indicating their class dining experience rated 0 – 5 from the BEES café monitors.

4.
BEES café monitor will record each class daily rating on the wall chart.

5.   
Classes who demonstrate exemplary “5 star dining” behavior will be recognized on morning announcements. 

6.
The class with the highest score in each grade level at the end of the week, will be rewarded with a popcorn party the following Tuesday.

7.
The class who receives a total of  25 pts each week,( three times out of that month) will be rewarded with an “ice-pop party” the following Tuesday and a class certificate will be posted in the BEES Café Hall of Fame.

8.
The teacher of the class who receives the BEES café certificate for five star dining will receive an incentive (coupon for comp time, teacher gift, gift card, etc.). 

Café Monitor Responsibilities:

 1.
BEES Café monitors will ensure a safe, clean, and orderly environment by circulating in their zone and reinforcing café rules and expectations.

2.   
All supervisors will work in zones in the cafeteria interacting with students in a positive and friendly manner.

3.   
If a student violates a rule, monitors will use a firm, respectful voice to inform the student what the expected behavior should be in the dining café.

4.   
For repeat infractions, monitors will seat student at the reflection table and report student to the classroom teacher.

5.   
If a student refuses to follow directions or argues the student will be reported to the classroom teacher and/or guidance/administration on a referral for insubordination.

6.   
If a student refuses to go to the office, no attempt should be made to physically move the student. Monitors will notify the principal, assistant principal or designee for students who fail to conform or comply with the adult.

7.   
Reinforce positive behavior through praise and “BEE Bucks”, caught being good passes, and or principal passes to administration.

Consequences for Infractions:
Students with inappropriate BEES cafe behavior will be removed from their regular table and assigned to the reflection table for café etiquette.  A log will be kept of these students in the cafeteria by the BEES café monitors to track recurring behaviors.  After several infractions, the student will be referred to guidance and/or administration for home/school interventions.

Expectations for “5 Star Dining” Rating:

1. Enter and exit the BEES café quietly and in an orderly line.

2. Remain seated at all times; no running or visiting other tables.

3. Use low/quiet voices when speaking. VCR – voice control required.

4. Demonstrate great table manners by not throwing food on the floor or at each other.

5. Demonstrate school pride and responsibility by leaving the eating area clean.

6. Be polite, respectful and kind to BEES café monitors.

The circled expectations are the infractions your class had difficulty following while dining in the cafe.
Rubric


	Rating
	Behavior
	# of Infractions

	5
	Excellent/Exemplary
	0

	4
	Good
	1 - 2

	3
	Satisfactory
	3

	2
	Needs Improvement
	4

	1
	Unsatisfactory
	5

	0
	“ Miss Manners Etiquette Class”
	6 or more
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CELLPHONES/PAGERS

The uses of cellular telephones are not permitted during the school day.  All cellular telephones should be turned off between the hours of 7:45 a.m. and 4:15 p.m.  During work hours, cell phones should not emit any ring tones, other noises or vibration.

If extenuating circumstances arise, please check with administration.  If parents need to return your call, have them phone the office.    Please notify the office that you are expecting a parent to return your call.  Please provide the office staff with the name of the parent from whom you are expecting a return call.  Cell phones should be off otherwise.

CERTIFICATION

It is imperative that each teacher has an updated copy of his/her teaching certificate on file in the school.  Teachers new to the school must bring in their certificate, leave it with the Office Manager and she will return it to you on the same day,

Anytime a teacher receives an updated certificate, please bring it to the office for copying.  By the State of Florida Statute, it is the responsibility of each teacher to keep his/her certificate current.  Failure to do so will result in non-renewal of your contract.

CHILD ABUSE REPORTING

Florida Statute requires educators to report any alleged or actual child abuse/neglect to the Department of Children and Family Services.  If you suspect a student is being abused or neglected, you may discuss your feelings or suspicions with the guidance counselor, administration, or you may directly report the case to the state by calling the Child Abuse Hotline at 1-800-96-ABUSE.  If you do not choose to report the abuse you must notify the guidance counselor, as a written report must be generated within 24 hours. The guidance counselor can assist you in telephoning in an abuse case and completing the written report.
RESPONSE TO INTERVENTION (RTI) & CPST TEAM
 TC  "CHILD STUDY TEAM (CST)" \l 1 
Occasionally, a teacher will reach a point with an individual student where he/she is in need of alternative methods of correcting student behavior problems and/or student academic concerns.  Broward Estates Elementary School has established a Response To Intervention Team.  This cadre of teachers, administrators, school psychologist, and support staff, coordinated by the ESE Specialist and the Guidance Counselor is available for teachers to voice their concerns and find solutions to seemingly insurmountable problems.  If a teacher needs to refer a student to the Collaborative Problem Solving Team (CPST), they must email the ESE Specialist and Guidance Counselor.

Students should be brought before the CPST Team (RTI) if they are having problems in areas such as academic, behavior, possible retention, social needs (home), truancy, etc.  This not only affords the teacher extra help but also affords administration and staff a method to be aware of at-risk students.  The classroom teacher should never feel isolated in their attempts to reach the needs of his/her students.  Placing a student on the RTI list does not indicate that the teacher is failing; it indicates that the teacher is perceptive. Teachers should complete a RTI packet as soon as it is determined that the student will be evaluated by the school psychologist.

CLINIC/ILLNESS

 TC  "CLINIC/ILLNESS" \l 1 
Student Illness

 TC  "A.  Student Illness" \l 2 
If a child is sick and must go to the clinic, a clinic pass must be filled out and sent with the student.  If it is an emergency and the child feels as if he/she will vomit, the child may be rushed to the clinic and the pass sent up later.  If a child feels better after resting, he/she will return to class.  When a child vomits or injures his head, he/she should be sent to the office and a parent will be called by the office to pick up the student. Teachers are NOT permitted to give medication such as aspirin, cough drops, or cough syrup.  Teachers are not permitted to allow students to take any form of medication in the classroom, even if a parent sends a letter.  The student and medicine should be sent to the front office immediately.  Board policy dictates that a form, signed by a physician and parent, is necessary before the school may administer any medication.  Special student health problems are noted on a form, which is completed at registration.  This form is kept on file in the office.

Faculty or Staff Illness/Absence/Leaves

 TC  "B.  Faculty or Staff Illness/Absence/Leaves" \l 2 
If a faculty or staff member becomes ill at school, he/she should let the office know immediately so that the class can be monitored and a substitute called.

If a teacher needs a substitute for the next school day, he/she should call SUB-CENTRAL as soon as possible.  It is important for teachers to call as soon as they know they are not coming to school.  Substitutes are often hard to obtain, especially on short notice.  The office must be informed of the date the teacher intends to return to work. 

IMPORTANT:  It is the teacher’s responsibility to call Sub-Central for all absences.

According to the contract (Article Twenty-Three, 2A), faculty or staff members are not allowed to take personal leave the days immediately before or after a holiday unless prior arrangements have been made with the principal.  Doctor's notes may be required for absences before or after a holiday.

CODE OF ETHICS

 TC  "CODE OF ETHICS" \l 1 
These are found in Chapter 6B-1.001.

(1)
The educator values the worth and dignity of every person, the pursuit of truth, devotion to excellence, acquisition of knowledge, and the nurture of democratic citizenship.  Essential to the achievement of these standards is the freedom to learn and to teach and the guarantee of equal opportunity for all.

(2)
The educator's primary professional concern will always be for the student and for the development of the student's potential.  The educator will, therefore, strive for professional growth and will seek to exercise the best professional judgment and integrity.

(3)
Aware of the importance of maintaining the respect and confidence of one's colleagues, of students, of parents, and of other members of the community, the educator strives to achieve and sustain the highest degree of ethical conduct.  Please see appendix.

COMMITTEES

 TC  "COMMITTEES" \l 1 
Faculty and staff are encouraged to join school-level committees.  Some committees continue yearly, while others function for a short time to achieve a specific goal.  Committees meetings will be held on an as needed basis or once a month.  Broward Estates Elementary School will have the following committees: Mathematics, Reading, Writing, Technology, Science, Safety and Discipline.  

COMMUNICATIONS

Calendar

 TC  "A.  Handbook \"Weekly\" \l 1 " 
A monthly calendar can be accessed via CAB for the different activities going on each month.  This calendar will include updates, county information and any pertinent information for the month.  Faculty and staff may submit information to be placed on the calendar to Sherry Candelaria, Office Manager no later than the Wednesday before the beginning of the next month.

 Interim Reports

 TC  "B.  Interim Reports" \l 2 
At midpoint of each marking period, interim reports must be sent home to parents for the following reasons:

1.
Grade "D", "F" or "N" in any area

2.
A drop of two or more letter grades

3.
Unacceptable behavior

4.
Excessive Absences

5.
Excessive Tardies

*Please note: An interim MUST be sent home at midpoint for the above reasons, but a teacher MAY send home an interim at any time.  Check the faculty/staff calendar for the dates due into the office.  Teachers are encouraged to send interim reports home to any and all students to report academic and behavioral progress to parents.

Inter-school Correspondence

 TC  "C.  Inter-school Correspondence" \l 2 
Faculty and staff should use CAB mail for most correspondence, as this form is the most efficient.  Memos to principal, student services, teachers, paraprofessionals and office personnel should be placed in the appropriate mailbox or desk tray.  Please do not leave scraps of paper with notes placed on a desk or in the mail slots as these small notes are easily lost or misplaced.  Teachers are encouraged to check their email periodically throughout the day for important messages.

Mailboxes

 TC  "D.  Mailboxes" \l 2 
Faculty and staff should check their mailboxes at least once in the morning and once in the afternoon for messages, telephone calls, and mail.

Notes to Parents

 TC  "E.  Notes to Parents" \l 2 
Any notes or written correspondence sent home to parents should have prior approval from administration.

Parent Conferences

 TC  "F.  Parent Conferences" \l 2 
Documented parent conferences are a required part of the communication process.  Teachers will schedule a minimum of two (2) conferences per year per student.  Participation in any staffing is considered a documented conference and should be documented as such. 

Report Cards

 TC  "G.  Report Cards" \l 2 
A manual titled “Reporting Pupil Progress” details procedures for grading and reporting progress to parents.  Report cards are issued at the end of each trimester of school and cover a period of usually sixty school days.  A student must be in attendance thirty three (25 or 33) days in a Broward County school to receive grades.  However, teachers should include a short note for those students in attendance less than 33 days, indicating the policy, and if possible, give the parents some indication of student progress.
Report cards may not be withheld from students because of failure to pay dues, fees, or charges for lost or damaged books or property.  All report cards shall be submitted to the office for review by administration prior to being issued.  Check the faculty/staff calendar for due dates.  Spanish versions of report cards should be made available to parents/guardians whose primary language is Spanish.

COMMUNITY LIAISON

Broward Estates Elementary School has been afforded the opportunity of having a Community Liaison as a Title 1 School. The goal of a Community Liaison is to open and expand the communication between home and school.  The Community Liaison is the link for teachers to connect to parents who are difficult to reach through phone calls and/or written communication.  

The Community Liaison can help a teacher reach a parent for such things as conferencing, obtaining signatures on forms, excessive student absences, or tardies.  The teacher must submit to the Community Liaison a Parent Partner Referral Form if assistance is needed.  The Community Liaison can be very helpful in making sure that teachers complete the 2 required conferences.   Please make use of this resourceful person.  
CONFIDENTIALITY (THE BUCKLEY AMENDMENT) TC  "CONFIDENTIALITY (THE BUCKLEY AMENDMENT)" \l 1 
Confidentiality of student information should be observed at all times.   We have many parent volunteers on campus at all times; therefore, faculty and staff should not discuss a student's behavior, academic progress, or problems in the lounge or other social/public places.  Please be careful what is said over the "walkie-talkie" and intercom.

THE BUCKLEY AMENDMENT 
(Family Educational Rights and Privacy Act, 1974 Federal Legislation)

In 1974, James Buckley (R. New York), introduced legislation entitled Family Educational Rights and Privacy Act (The Buckley Amendment).  A portion of the legislation mandates that school personnel must pay greater attention to the rights of students.  Personal information that the school acquires on the student may not be withheld from the parent of that student (if the student is 18 years or younger).  Information about a student may not be divulged to a third party without the permission of the student or parent.

No student shall be required to submit to psychiatric or psychological examination, testing, or treatment, in which the primary purpose is to reveal information concerning:  1) political affiliations; 2) mental and psychological problems potentially embarrassing to the student and his/her family; 3) sexual behavior and attitudes; 4) illegal, anti-social, self-incriminating and demeaning behavior; 5) critical appraisals of other individuals with whom respondents have close family relationships, and 6) income.

The Buckley Amendment implies:

1.
Teachers cannot post grades of students by name or use of social security number/student number because this practice violates students' rights to privacy.

2.
Teachers cannot give grades over the phone.

3.
Teachers cannot pass around class rolls with students' names/social security # visible.

4.
Teachers cannot display the works of students as examples of GOOD or BAD because this violates the students' rights of privacy.

5.
Teachers cannot permit students to grade or correct any other student's papers(s)/assignments.

6.
Teachers cannot ask students to raise their hands if they responded correctly or incorrectly to any item.  To do so places some students at risk of being embarrassed.

7.
Teachers cannot talk about/compare students, by name, with any other party at school (unless official staffing procedures are in place).  NO GOSSIPING IN THE TEACHERS' LOUNGE!

Reference - Sax, Gilbert, Principles of Educational and Psychological Measurement and Evaluation, 2nd Edition
CONTAGIOUS DISEASES

No one may attend school with a contagious disease.  This includes, but is not limited to: eczema, Florida sores, ringworm, chicken pox, head lice, scabies and conjunctivitis (pink eye).

A student or staff member suspected of having a contagious disease should be sent to the office immediately.  Many of these diseases spread rapidly and are not recognized by parents.  Teachers are not to diagnosis such diseases, but must report all suspected cases immediately.  Diagnosis is to be done by the appropriate medical personnel and the school office.  If a student enters your classroom he/she should be sent to the office immediately and not readmitted without approval from the office.

Do not put yourself in jeopardy of contracting these contagious diseases by not following procedures.  All staff members are required to wear gloves when treating an injury involving body fluids, blood, and contagious diseases.

Teachers should not attempt to diagnosis symptoms of skin diseases or other communicable diseases.  Any lingering condition that is suspicious should be reported to the School Health Nurse.

COPYING

Copy request should be submitted to your team leader. Team leader will submit copy request to the assistant principal for review and approval prior to printing by paraprofessional assigned copying duties. Teachers are encouraged to use discretion when deciding on items to be photocopied as you have a limited amount of copies available.  Teachers are not allowed to send Para’s to do copying at any time.  

COPYRIGHTS

Book Copyrights

Reproductions of copyright material without prior written approval of the author or publishing company is a violation of copyright laws and can be extremely costly to the person doing it.

Video Tape Copyrights

Videotapes with copyrights cannot be shown over closed circuit television unless there is prior written permission from the producer.  However, they may be used for planned direct instructional activities if they are part of the educational program and reflected in lesson plans.

Please remember – videotapes may only be used if they are a part of the educational program and must be approved by administration prior to viewing and must be included in your lesson plans.  They may not be shown for entertainment purposes. 
A copy of the Educator’s Quick and Essential Guide to Copyright can be obtained from the media specialist handbook for you to review.  Please give particular attention to the sections on fair use, classroom copying of Printed Materials, Audiovisual Materials Use and Off-Air recording.

CORPORAL PUNISHMENT

Corporal punishment will not be administered by anyone.  Laws regarding this are on file in the principal’s office.

CUMULATIVE RECORDS

Cum folders cannot leave the building.  If cum folders are removed from their original location, they must be returned and secured in the cum area prior to 3:00 pm.  There is a sign-out sheet located in the IMT’s office, that must be completed prior to removing a cum from the front office. If you leave a cum folder in your classroom during the day please make sure your room is locked at all times.

When a student withdraws from Broward Estates Elementary or at the end of the school year, please put a copy of the student’s progress report in the cum folder for use by the next teacher.

General Procedures are:


Each student must have a cum folder


It should be kept up to date and maintained in an orderly manner

Cum records are considered as legal documents and are transferred in two ways (by the office):  To another Broward County School if the child moves within the county: To our microfilm center if the child moves out of the county.

At the end of the year, the folder must accurately show attendance and grades

Standard test data must be properly recorded.

If a child leaves our school for another Broward County School, records are completed so the receiving school may compile or revise grades for the year.

Included in the cum record should be a reading sheet, health sheet, conference record and any test profiles that are available.

No comments should be written on the cum folder.

ONLY school board employees (no volunteers) are permitted to have access to student records.

When a child withdraws from Broward Estates Elementary School, his/her updated and completed cumulative folder should be sent to the IMT within 3 days of the withdrawal date. If the cum folder is not completed within that time, the IMT will give the information to administration to follow-up.  If a student is transferring to a school within the county, the student's grades and attendance should be printed and placed in the cum folder.  The IMT will generate a notice of transfer form to be completed immediately.  The IMT will also generate the elementary cumulative record report to be filed in the cum folder.

Students are NOT allowed to handle cumulative folders.  Parents may see cumulative folders in the office of the principal or Student Services with 24 hours notice.

At the end of the year, the following must be done for each student's cumulative folder:

1. File report card, interim reports, parent conferences, student code of conduct and standardized test scores.

2. Health sheet (with complete information) vision, hearing, physical exam, immunization, etc.

3. Documented proof of two (2) parent conferences for each student.

4. Elementary Cumulative Record Report

DIAGNOSTIC TESTING AND PSYCHOLOGICAL SERVICES TC  "DIAGNOSTIC TESTING AND PSYCHOLOGICAL SERVICES" \l 1 
Diagnostic testing is available through the county psychological services.  Please see the ESE Specialist for procedures and information if you have a student whom you believe to be in need of diagnostic testing.  A student must be referred to the Child Study Team before any diagnostic testing can be initiated.

DISCIPLINE AND REFERRALS

It is recommended that each grade level develop means of rewarding students for positive on-task behavior.  The goal should be to accentuate the positive and give students a positive reward for which to strive.

Information regarding your classroom rules, expectations, and consequences should be explained to the parents at Open House.  
Prevention reduces discipline problems:

1.
Establish efficient and orderly routines for attendance, classroom jobs, clean up, passing out supplies, and collecting papers.

2.
Require students to walk quietly in straight, orderly lines as they transition to activity classes, the cafeteria, assemblies, during fire drills, during evacuation drills, etc.  Escort your class to each destination promptly and do not leave students unsupervised.

3.
Demand students’ attention.  They should raise their hands before speaking.  Do not allow them to call out.

4.
Speak firmly, caringly and quietly.  A raised voice has a negative, ripple effect.  Establish a signal for instant silence (flicking the lights or ringing a soft bell - no whistles please).

5.
Make smooth transitions from one activity to another.

6.
Walk around the room when not working with a group.  You’ll be amazed at how much more effective you are when you are standing.

7.
Students should know what activities they may do when assignments are completed.

8.
Be positive!  Greet your students when they arrive in the morning.  Have something for them to do when entering the learning environment in the morning.  Send “positive” notes home. Have special privileges or rewards for students, celebrating the successes of the class so all can participate.  Students, who believe that their teacher has positive expectations of them, will try harder.

9.
Be fair and consistent; follow your classroom rules, expectations, and procedures at all times.  If you overlook unacceptable behavior, you will be faced with more complicated problems.  If you handle minor infractions, it is unlikely you’ll have to deal with severe misbehaviors.  

10.
Teachers who manage student behavior effectively send a strong message to students - “I am in charge, everyone respects each other and in this learning environment we will follow the rules.”

11.  Have weekly class meetings to discuss “the good, the bad, and the ugly” incidents or scenarios.  Brainstorm as a class, possible solutions to the different scenarios.

Corporal punishment will not be utilized to discipline students by anyone employed by the School Board of Broward County, Florida.  Please do not grab, hit, shove, manhandle, or use excessive physical aggression towards any student.  Adopt the philosophy: Treat your students, as you would want to be treated.

When disciplinary action is taken by administration and/or their designee, the teacher referring the disciplinary case will be advised in writing of the action taken.  A teacher may not suspend a child from school or class.  However, in cases where an emergency situation develops, the teacher shall take such steps as are reasonably necessary to protect the students.  The use of reasonable force necessary to isolate the disruptive student from the classroom shall not constitute corporal punishment as defined in accordance with Section 232.27, Florida Statute, and shall not be used as a basis for the suspension of any member of the school staff nor for holding anyone liable for such an act unless the force used is degrading or unduly severe as to its nature.

Referrals to the office: Teachers are responsible for maintaining student discipline.  Student behavior problems should be handled by the teacher through student conferences, parent conferences, parent phone calls, and behavior modification programs.  Upon occasion, a student with a difficult behavior problem may need to be sent to the office to see administration or Student Services.  A discipline referral to administration should be your last resort.  The referral indicates that the teacher has exhausted all possible disciplinary actions.  

A referral must be submitted electronically in DMS. Training will be provided for all teachers during pre-planning week on how to generate referrals in BASIS/DMS system. Paper referrals must only be used by substitute teachers. Please ensure that paper referrals are available in your substitute folder.The referral will be handled as soon as administration and/or Student Services are available. The teacher should indicate the steps already attempted with the student to correct the behavior.

Teachers should not punish students by having them write repetitive sentences (such as "I will follow the rules" or "I will not talk in class."  It is also difficult to support having a child write his/her vocabulary words 15 times as a punishment.  This only makes the child resent and/or hate writing rather than correct inappropriate behavior.  Nevertheless, a better assignment would be for the child to write about what happened, what he/she should have done; or perhaps, they could write about manners, etc.

Broward Estates faculty has developed a School-Wide Discipline Plan.  A copy will be given to each staff member at the beginning of the school year.  

E-MAIL ETIQUETTE

E-mail is a great tool that when used properly can make our lives easier, but when used carelessly it can overburden us and become difficult to manage.  If we can all agree to use these few simple procedures, we will avoid overloading the server and increase our academic focus.

· Avoid sending e-cards, chain letters, poems, virus warnings and personal notices

· Direct all e-mails to only specific people you want to receive it

· Make certain any group e-mails are related to school business

· Delete old e-mails or save to a local folder

· Make your own personal groups
· Please “Reply To Sender Only” in your preferences
See Acceptable Use Policy for further technical procedures and guidelines.
EMPLOYEE ASSISTANCE PROGRAM (EAP)

The Employee Assistance Program (EAP) is designed to help employees solve personal problems that may or may not affect job performance. The School Board recognizes that employees experience problems such as marital or family conflict, abuse of alcohol and/or drugs, stress and many other difficulties.  Any employee may call EAP for assistance at any time.  The administration need not be consulted or advised of such calls.

With help, most employees can solve their problems and lead happier, more productive lives.  Supervisors are encouraged to refer employees to the EAP for humanitarian reasons and when work performance problems arise that do not seem to be caused by the work itself.

EMERGENCY HEALTH & TELEPHONE NUMBERS INFORMATION TC  "EMERGENCY HEALTH & TELEPHONE NUMBERS INFORMATION" \l 1 
STUDENTS

 TC  "A.  Students" \l 2 
 At the start of the year, parents are asked to fill out an Emergency Information Card.  All students must have a form.  These forms are filed in the office in case of an emergency.  Each teacher is responsible for making sure each student in his/her class has a new emergency card returned at the beginning of the year.  If the teacher is unable to get an emergency card returned within a 2-week period of time, he/she should let the office know so that a home visit can be arranged.
When a teacher receives a change of address or phone number for a student, the teacher should let the office know immediately so that the office has the new information.

FACULTY AND STAFF

 TC  "B.  Faculty and Staff" \l 2 
All faculty and staff members are required to fill out a personnel information sheet with their emergency information that remains in the office in case of an accident or emergency.  If the information should change during the year, the staff member should give the updated form and information to the office manager.  Update your information in ESS, also.
EVALUATIONS

Broward County Schools will use Marzano Evaluation System for the evaluation of teachers.  The electronic iObservation Instrument will be used for the data collection for teachers throughout the school year. Formal observations, informal observations and walkthrough visits will be conducted by your administrators. More information regarding instructional practice observations will be shared during pre-planning week and in faculty meetings periodically. 
EXCEPTIONAL STUDENTS

The programs for exceptional students are divided into the following several categories at Broward Estates: Speech/Language and Varying Exceptionalities (Emotionally Handicapped and Specific Learning Disabilities, Developmentally Delayed).

Broward Estates Elementary School believes in the inclusion philosophy when it will benefit the student.  Individual Education Plans (IEP) are kept on each ESE student.  Classroom teachers should have a copy of each IEP in the classroom and should be following the plan daily.  ESE students will be provided a “modified curriculum” approach appropriate to his/her learning needs.

FACULTY/STAFF MEETINGS TC  "FACULTY/STAFF MEETINGS" \l 1 
Faculty/Staff meetings are held as infrequently as possible and will be announced in advance. Faculty meetings will be held on Tuesdays as needed during grade level specials time. Staff members should be on time and prepared to participate at the meeting. Please check your faculty/staff calendar for dates. Grade level common planning meeting will be held on Thursdays during grade level specials time. This time should be used for lesson planning and for addressing students’ academic and behavioral concerns. Your grade level support staff member assigned to you team will also be in attendance to provide support as needed. 
FIELD TRIPS

While field trips are an integral part of a well rounded educational experience, they also require a great amount of planning and an even greater amount of responsibility for the welfare of students. Field trips will be limited to activities that are considered educational, not recreational. The scope of the trip will be limited to an educational activity. An educational field trip is one which has value in meeting educational objectives. These objectives are a part of the teacher's current unit of study.

Field trips should only be taken once proper teaching has taken place and appropriate background information has been shared with the students. Except for special circumstances, it is the job of the team leader to schedule and organize all field trips through Administration. Prior to organizing any field trip, personnel must read School Board Policy 6303.

One school-based employee, chaperone is required for every 10 elementary students. A list of chaperones must be given to the bookkeeper three (3) days before the trip. It is recommended that an "alternate" chaperone be on call in case the need arises. It is the responsibility of each teacher to ensure that you have followed this procedure.

 TC  "FACULTY/STAFF MEETINGS" \l 1 
All school related field trips must be linked to academic learning.  It is the teacher’s responsibility to make sure you have completed the required paper work due prior to the date of the trip.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       

· Administrative approval

· Food and Nutrition form completed and submitted to the Cafeteria Manager

· Student permission slips – signed and verified by team leader for accuracy.  The team leader will turn in complete field trip packets to the assistant principal for final verification one week in advance.
· Collection of field trip monies submitted to the bookkeeper by 11:00 am daily. No money will be accepted after the deadline date which must stated on the permission slip and the informational field trip letter to the parents.

· List of students who are attending

· List of students who are not attending and the teacher to whom they are assigned

· Lunch arrangements (change of scheduled lunch times/bag lunches)

On the day of the trip, please make sure that the required Field Trip Authorization Form has been completed by an administrator/designee and yourself before leaving campus.  This is done in the bus area as students are boarding the bus.  Students should be in the same order as on the Field Trip Authorization Form.  

The teacher is responsible for going over the acceptable behavior rules and regulations for the field trip and appropriate behavior on the bus. 

FILMS, FILMSTRIPS and VIDEOS TC  "FILMS, FILMSTRIPS and VIDEOS" \l 1 
The Broward County Schools have access to a variety of films and filmstrips through a Film Library.  The media center has a full listing of all available films and filmstrips approved by the county.  If a teacher would like to order a film, the proper request form must be filled out completely and given to the media specialist.  Films and filmstrips MUST FOLLOW THE CURRICULUM and MUST BE RATED "G".  The use of films and filmstrips is encouraged as long as it accompanies a unit of study.

The classroom presentation of videotapes taken from home television is explicitly denied by the Federal Copyright Law.  Videotapes rented from local video stores must first be approved by administration and support the current classroom curriculum in "face-to-face" instruction.

ALL VIDEOTAPES MUST BE RATED G.

All films, filmstrips and videotapes must be accompanied with a lesson plan and purpose.  They are not to be used as a "baby sitting" tool.

Please complete movie/video information sheet and submit form to the Administration at least 3 days prior to date film is to be viewed.  
FIRE DRILLS/BOMB THREATS TC  "FIRE DRILLS/BOMB THREATS" \l 1 
Fire drills shall be conducted TEN times per school year.  The signal for a fire drill shall be a loud continuous buzzing that will continue until everyone has evacuated the building.  An evacuation map must be posted in each classroom. Teachers may obtain a school map and draw in the appropriate exit routes.  Each classroom must have a primary exit route in red and a secondary exit route in blue.

Students must know the proper exit to take, as well as, at least one alternate exit.  Teachers must provide student instruction on fire procedures in all situations; with the whole class, in the hallways, in the restrooms, outside, etc.  Students must understand that safety is very important and that walking quickly and quietly during the fire drill is absolutely necessary.  Teachers must observe and be responsible for proper behavior.  

Teachers must take their gradebook, red/green all clear sign and emergency dismissal forms, which include telephone numbers, with them in order to check attendance. Classroom teachers should check the bathrooms in the classrooms.  No talking should be permitted during the drill.  

Special activity teachers and teachers of exceptional students are responsible for those students scheduled for their classes during the duration of the fire drill and until students return to their regular classroom.

Teachers should expect two fire drills during the first week of school.

FORMS

Teachers please log on to cab email to locate any of the forms listed below.
	Form #
	Form Title

	  1
	Student Accident Report Form

	  2
	Community Liaison

	  3
	Child Study Team (CST) Referral Form

	  4
	Clinic Pass

	  5
	Authorization for Medication (Physicians)

	  6
	Report of Monies Collected Envelope Sample

	  7
	Temporary Duty Authorization Form (TDA)

	  8
	TV Viewing Forms

	  9
	Request To Leave Early Form


FUNDRAISING

Any fundraising must have prior written approval by the principal.  Precise guideline and regulations must be followed and coordinated with PTA.

In keeping with the policy of the SBBC the following procedures must be adhered to when planning a fundraiser. Fund-raising activities shall have the prior approval of the principal and conform to such rules and regulations as the board may establish.  At no time, should an employee collect funds from a student or parent for fundraising activities.  The principal and administrative staff will have prior knowledge of any and all fundraising activities conducted on the school campus.

GRADEBOOK/PLANBOOK/LESSON PLANS TC  "GRADEBOOK/PLANBOOK/LESSON PLANS" \l 1 
Attendance must be taken daily in Pinnacle, printed/enclosed in your planbook at the end of each quarter. Grades must also be recorded in Pinnacle and printed for documentation in teacher plan book. Common lesson plan template will be provided for lesson planning. 

These items should be kept in an orderly, legible, and updated manner.  They are to be turned in to the school‘s office at the conclusion of the school year for possible audit purposes. A minimum of one grade per week should be entered for each subject area for all students. At any time during the school year, administration or designee may request to look over each teacher's gradebook, planbook, and/or lesson plans.

Lesson plans provide direction for the teacher with attainable short and long-range goals.  Therefore, daily lesson plans are required.  Lesson plans should be completed for the coming week prior to departure on Friday.   Skills should be clearly identified in the lesson plan book. School Improvement Goals, Benchmarks, and Multi-cultural infusion plans must be included in each weekly lesson plan.  ESE accommodations and ESOL strategies must be included along with a list of the students and times they received services. Computer and technology must be indicated.

It is the teacher's responsibility to have plans ready and available for a substitute.  Teachers are expected to leave planbooks and gradebooks on campus.    A folder for the substitute providing needed information about the class and classroom procedures should be placed in the planbook, readily accessible to the substitute.  In addition, teachers are required to have emergency substitute plans that can be carried out on any day located in the front office.  These emergency plans must be filed no later than the second week of August and updated as used.

Substitutes must be provided with class lists of all schedules (activity, lunch, speech, ESE, etc.), and emergency and assembly plans.  In addition, plans must be made for any students who have difficulties when the classroom teacher is not present.

GRADES

 TC  "GRADES" \l 1 
Teachers should remember that the law clearly protects student’s confidentiality.  Grades are between the individual student, teacher, and parent(s).  NO STUDENT should grade another student's paper.  This includes older students grading younger students' papers, students in the same class grading another student's paper, or students from a different class grading other student's papers. Every effort should be made to be consistent in grading.  Parents should be aware of a teacher's grading procedures from the beginning of the school year.  No parent should be "surprised" by a given grade.  
Teachers should work together to create a team spirit of continuity. Activity teachers will give classroom teachers a list of grades to include on the report cards.   The ESE teacher will be responsible for maintaining grades for students receiving services.  The ESE teacher will provide the classroom teacher with the grade to be reported on the report card and/or interim report. Classroom teachers are to record the grades and return the grade lists to the appropriate teacher.

HALL/BATHROOM/LIBRARY PASSES

 TC  "HALL/BATHROOM/LIBRARY PASSES" \l 1 
Students are never to be out of the classroom without a pass.  Each teacher is responsible for having at least two (2) hall passes for students to use when running errands such as taking the attendance to the office, escorting students to the clinic, etc.

To help the flow of traffic, individual students should not be sent to the drinking fountain before or after any activity time.  Any student(s) found in the hallway or restrooms without a pass will be sent back to class.

Please develop a Buddy System for students.  DO NOT send students to other locations without the presence of another student.  When students leave the class or cafeteria, they should have a buddy with them.  For example, when you send a student to the clinic, there should be three students released, so that two can return together.

Students should be taken to the bathroom twice a day as an entire class.

HOMEWORK

 TC  "HOMEWORK" \l 1 
Homework should be an extension of the school day and a reinforcement of what has been introduced by the teacher.  Homework should be individualized and should compliment what a student is doing in class.  HOMEWORK SHOULD NOT BE ASSIGNED AS BUSY WORK.  A child should NOT take home an unreasonable amount of homework.  A child should NOT take homework that he/she does not understand.  Parents shall be informed of the homework policy at the beginning of the year and should be informed immediately if the policy changes.

Each grade level (K-5) will develop an appropriate homework policy and submit it in writing to administration.   Homework should help to develop responsible behavior.  Simply completing unfinished classroom work is not appropriate homework.  Telling parents to read to their children is only a start and not considered a complete homework policy.  Homework will be assigned nightly and discussed on the next day.

Primary students should be provided with activities to complete at home and with suggested activities for parents.  Sending home activities on a weekly or monthly basis is appropriate.  Sending home activities for the year is too overwhelming for parents and easily forgotten. 

Intermediate students must be assigned a minimum of 30 minutes of homework each school night (Monday through Thursday).  Weekend and holiday homework should be an option discussed by each team and placed in the policy.   Fifth grade students should leave Colbert prepared for the independent study habits, which will be required at middle school.

Homework shall be encouraged and assigned to individual students, as appropriate, to enhance the learning situation and to provide for skill improvement. Homework should be practical and may be project based.  At all times, homework shall be geared to the individual level of a child and shall be related to the concepts being taught in the classroom.

The following guidelines for homework have been established:

1. Homework will be a part of the curriculum in grades K-5.

2. Homework shall be encouraged Monday through Thursday.

3. Weekend and holiday homework should be an option discussed by

each team.

4. Although not mandated, a suggested guideline for homework

effectiveness is that the maximum time for assignments should be:

primary, 30 minutes; intermediate, 60 minutes.

5. Individual teams should come to consensus regarding homework

policies and procedures at the individual grade levels. This

practice should be submitted to Administration during preplanning.

6. All assignments should be checked daily by the teacher.

For those classrooms / levels given student planners, these are to be utilized as a teaching tool and shall be monitored by the classroom teacher. All assignments should be indicated in the planner to assist the child with organizational skills for life. Additionally, the planner, when used appropriately, is an excellent tool for parent communication and student accountability.

INTERIM REPORTS

Board policy 5104 states, “Not later than midway between marking periods, an interim report shall be sent to the parents of students who are experiencing difficulty,” including but not limited to the following:

1. Failing

2. A drop of two or more grades

3. Unacceptable behavior

4. Excessive absences or tardiness

Forms can be obtained online.  It is most important that this report be signed and returned to school.  It is the teacher’s responsibility to make sure the parent has signed the report.  If the interim is not signed and returned, a copy should be sent in the U.S. Mail, or given to the Community Liaison/School Social Worker to obtain a signature.

One copy of the signed interim report should be placed in the student’s cum folder and one copy sent home.  Following the interim report, a parent conference is an opportunity to enlist the assistance of parents before the end of the marking period.

In the event that a student’s behavior and/or grades drop after the regular interim report issuance date, the teacher(s) involved must send an interim report before that student can receive an F/N, or have a drop of two letter grades on his/her report card. 

Report cards with an F or an N or a drop of two letter grades in academics and/or behavior must have an interim report or they will be returned to the teacher for correction.  If the F/N comes from the specials teacher, it is his/her responsibility to provide an interim report.

Do not give a student an interim report the week before report cards are submitted to the office.  Please make sure the interim has a parent signature.

Interim Reports can be sent home as often as the teachers deems necessary.

JURY DUTY

Employees shall be granted leave for legal commitments and shall receive their regular salary while serving as jurors or witnesses under subpoena.  Please provide the payroll contact person (Sherry Candelaria) with the proper notification (summons, subpoena, etc.) received from the courts as soon as you receive the summons in the mail.  If you have not submitted the proper notification prior to your absence you will not be paid for your day(s) of absence.

If selected to remain on jury duty beyond the initial notification date, it is your responsibility to provide the school with the proper documentation provided by the court.
KEYS

Keys are issued to faculty and staff and are not to be used by anyone but the employee, unless approved by the principal.  Teachers are not to allow students to use their keys.  It is a violation of School Board Policy to duplicate school keys or to use a duplicate key.  All keys that access Broward Estates Elementary School must be on record through the Office Manager’s office.  Keys are assigned at the beginning of each school year and collected at the end of the school year. Teachers are financially responsible for any key lost during the school year.

Our school security system is activated all weekend.  No one is to enter the building unless you are informed, in advance, that administration and/or the custodial staff will be on campus.  The building is opened and accessible by 7:00 a.m. every regular school day by our Head Custodian.  The building is then secured by 8:30 p.m. by the night custodial staff.  Please do not attempt to enter the building at any other times.  The alarm will alert the police.  The principal, assistant principal, and the head custodian will have to respond to the call and secure the building.

IMPORTANT:  PLEASE make sure that you DO NOT have your ID or any other information as to the purpose of the key on the same ring.  If you should misplace your key, no one will be able to identify it as a key to Broward Estates Elementary School.
LESSON PLANS AND CLASS RECORD BOOKS

Plan books are an important part of documentation and every teacher must have one. Lesson plans should contain time schedules, daily routines, daily seatwork, daily homework, seating arrangements, lesson concepts, evaluation, activity rotation, reference to teacher’s manual, ESE strategies, ESOL strategies, and sunshine state standards.  The organization, neatness, and contents of plan books are the responsibility and concern of the individual teacher; however, all teachers are asked to be uniform in following the suggestions below.


Cover:

Teacher’s name and date

First Page:
Schedule of week’s activities.  The daily schedule and lunch period should be noted.  Specify your lunch time as well as instructional planning (art, music, P.E., science, media, magnet and computers).

Plan:
Overall plans based on objectives of lesson.

The plan book is a specific guide for teachers and substitutes.  Specific time schedules, daily work, seating chart, and any other emergency information should be noted.  Names of reliable students and folder of work for use of substitute should be included.  Be sure to include the Critical Content Performance Indicators:

Subject Area

Strand

Standard

Developmental level

Benchmark i.e.:

MA (subject) A (strand) 1 (standard)

3 Developmental level  1=PK-2, 2=3-5, 3=6-8, 4=9-12.

Include ESOL and ESE provisions/codes used.

Lesson plans will be checked as often as deemed necessary by administration.

Plan books should not be taken home.  If it should be at home and you happen to need a substitute, it must be returned by some means.

Lesson plans may be done on the teacher’s laptop; however, a hard copy must be printed and stapled in the teacher’s plan book for the week.

Every teacher will have a grade book.  There should be a section for each academic subject and the teacher is responsible for instructing and grading on a report card.  There should be one grade per week for each academic subject to determine an average and give the appropriate letter/number grade using the numerical scale of the report card.  Please refer to the Standard of Service (School Board Policy #6000.1 and Promotion/Retention Policy  #5104) for answers to any questions, or feel free to discuss acceptable grading procedures with the principal/assistant principal.

Grades should reflect daily work, board work, workbook pages, dittos, homework, textbooks test, teacher-made tests, and quizzes.  Grades should be labeled and dated so that incomplete assignments can be identified and areas of weakness easily detected.

Teachers will use the numerical scale to determine a letter grade.  Letter grades will be placed in the grade book and averaged at the end of the grading period.

Teachers may use the laptop in order to record and average student’s grades, however, a hard copy must be printed on a weekly basis and stapled in the grade book.

Plus and minus signs for academic grades shall not be used in marking the report card.

First and Second Grade report cards should reflect student progress as indicated on Broward County Alternative Report Card.

LETTERHEAD STATIONARY

Any correspondence that is written on School Board letterhead stationary must be pre-approved by administration prior to distribution.  Please allow 24 to 72 hours for approval.
LETTERS FOR APPROVAL TC  "HOMEWORK" \l 1 
All written correspondence/communication for outside distribution (e.g. parents, community, etc.) must be approved and initialed by administration.  In some instances, correspondence may be returned the same day, however, please allow 24 to 72 hours for approval.  Make arrangements to submit your items with enough advance notice to accommodate any necessary revisions.

LOST AND FOUND TC  "LOST AND FOUND" \l 1 
Lost and found articles are to be sent directly to the “Lost and Found” in the clinic.  Students should check these items for their own lost personal belongings.  Each semester the belongings will be displayed for students to look through and reclaim. Unclaimed items will be given to the clothing bank and/or Goodwill.

Students should be encouraged to take home all their belongings each day.  

NEW EDUCATOR SUPPORT SYSTEM (N.E.S.S.) TC  "PEER/O.P.E. TEACHERS" \l 1 
The goal of the Broward County New Educator Support System is to enhance the implementation of the Fifteen State Competencies by New Educators and to provide these educators with a set of supervised support services that will assure their continued professional development.

The objectives of the program are to:

· maintain a system of observation and support

· improve classroom performance

· encourage reflective practice

· promote collegiality

· provide a support system consisting of a liaison, an instructional coach, an administrator, NESS instructors, and appropriate district staff.

· provide opportunities for educators to complete NESS requirements so they may obtain a Florida Professional Certificate

Personnel

New Educator:

Any new educator or teacher with less than 2 years experience from another state

hired to teach at Broward Estates Elementary School.  

School NESS Liaison: 

A School Liaison is an exemplary educator who is able to support others in their professional growth, holds a valid regular certificate, has 3 years of successful teaching experience, completed Clinical Education training, has recent experience as a NESS Coach or mentor, has recent experience at successfully conducting meetings, possesses verbal and written communication skills and possesses an ability to work well with others.  The school liaison will serve as the site-based person for NESS.  She/He will help the New Educator get acclimated to Broward Estates Elementary during the first 2 weeks of school, facilitate monthly learning community activities at the school or zone, assume responsibilities of coaching and attend all district training. The liaison is appointed by the administrator in charge after submitting an application.

Instructional Coach: 

An Instructional Coach is an exemplary educator who is able to support others in their professional growth, holds a valid regular certificate, has 3 years of successful teaching experience, has Clinical Education training, experience mentoring others, is willing to participate in ongoing training and possess the special knowledge to provide adequate support for the development of the New Educator.  This person will plan for observations, portfolio development and Individual Learning Plan, observe or make contact with the New Educator once a week to provide feedback and assistance, model, coach, demonstrate and assist.  The Instructional Coach is appointed by the principal after submitting an application.

ORDERING AND OBTAINING SUPPLIES TC  "ORDERING AND OBTAINING SUPPLIES" \l 1 
Basic supplies are provided for teacher/classroom use.  Supplies that need to be ordered must be approved by administration.  See the Office Manager for catalogs and prices.  To obtain supplies which the school stocks, team leaders should fill out a Supplies Request form available in the office.  

PROCEDURES:

1. Supply request should be given to the team leader to compile a list by TEAM.  

2. Supply forms should be completed by the team leader.

3. IMPORTANT:  Team leaders will then submit the completed form to the office manager so that she may fill the order.

Faculty and staff should NOT interrupt office personnel for supplies.  Children are NOT to come to the office for supplies.

PARAPROFESSIONALS

 TC  "PARAPROFESSIONALS" \l 1 
Paraprofessionals are assigned by administration to work with specific teachers, grade levels, or other areas.  These assignments will be made based upon the team leaders' input regarding the needs of the students and special program considerations.  

The paraprofessionals should be utilized to tutor students individually or in small groups with plans provided by the classroom teacher.  Paraprofessionals are not to be used to grade papers, make bulletin boards or run off papers while the students are in the classroom.  However, during the planning periods, paraprofessionals will be expected to assist with paperwork and room organization duties. 

These staff members are to be considered a vital part of the teaching staff.  Quality work will be expected and required.  Clear expectations will be provided by the assigned teachers through a pre-planning meeting with the teacher and paraprofessional.  A written schedule of breaks (15 min. in the morning and 15 min. in the afternoon), lunch duty time, lunch, planning periods, before-school duty and after-school duty will be given to each paraprofessional and teacher to whom they are assigned.

Paraprofessionals work performance will be evaluated mid-year. The teacher(s) may provide information to the paraprofessional regarding his/her performance in terms of strengths and weaknesses.  The paraprofessional will be provided assistance with any area needing improvement.  Failure to meet the performance expectations will result in the necessary personnel performance documentation.

PARENT CONFERENCES

 TC  "PARENT CONFERENCES" \l 1 
Conferences with parents or guardians are a required part of the reporting system.  A minimum of at least two (2) conferences per year are recommended by Board Policy #5104.  During the school year, every teacher must have two (2) documented parent conferences for each student.  If you cannot reach a parent, please let the community liaison know and a home visit will be made for you.  We will make every attempt to have the parent sign a conference form.  A CONFERENCE REQUEST FORM is available online for your use.  This signed form can be used for documentation of an attempt to conference with a parent.  During each conference with a parent, a PARENT CONFERENCE form must be completed and signed by the teacher and parent.  A signed copy is given to administration to be recorded, the teacher places the recorded form in the student's cumulative folder and the original is given to the parent.  On the last day of each month, all teachers will place the conferences held that month in a file folder provided by administration and turn it in to the principal to be recorded into the database.  This can include documented telephone conferences and any staffing.  At the end of the first trimester and third trimester a list of conferences held will be compiled and given to administration.

A teacher should use a very positive approach in reporting to parents.  Teachers should keep parents abreast of student progress during each marking period.  Frequent communications with a positive approach will enhance the teacher/parent relationship and make the year more enjoyable and productive for all.  CORRECT DOCUMENTATION IS A MUST.  Teachers who have difficulty with spelling and grammar must have all written correspondence proofed by their team leader prior to sending it home.

NOTE: ESE teachers and speech teachers MUST be informed and invited to all parent conferences for their students.

PARTIES AND CELEBRATIONS

Birthday parties/celebration are not permitted without prior administrative approval.  Parents are permitted to bring store bought food only (example - cupcakes, cake) in its original container. The food should never be a replacement of the intended lunch or come in competition with Food and Nutrition Services.  Holiday and End-of-Year celebrations shall never interrupt the educational process in the classroom or last longer than one hour. Only two celebrations/parties are allowed during the school year.

It is the teacher’s responsibility to supervise this activity and carefully screen any gifts /goodies, etc. distributed by the parents for the children. Children who are not enrolled at Broward Estates Elementary School are not permitted to attend classroom celebrations.

Please notify the custodial staff of the event and obtain garbage bags, etc. that you may require.

PARTNERS IN EDUCATION TC  "PARTNERS IN EXCELLENCE" \l 1 
The School Board of Broward County and the Ft. Lauderdale Chamber of Commerce have established a Partners in Education Program.  This program pairs schools with businesses to share human and material resources.  

PERSONNEL DIRECTORY TC  "PERSONNEL DIRECTORY" \l 1 
Faculty and staff members should keep administration and his/her team leader informed of changes in addresses and/or telephone numbers.  When new certificates (any changes to certificates) are received, the office manager must be allowed to make a copy for school records.

A personnel directory will be printed during the pre-planning days of the school year.  Any faculty or staff member, who has an unlisted phone number or does not want his/her address included, must submit the request in writing no later than the second pre-planning day.

PLAYGROUND ACCIDENTS TC  "PERSONNEL DIRECTORY" \l 1 
Faculty and staff members should notify the office and administration immediately should an accident occur on the playground.  Please send two students to the office with your staff i.d. badge when an emergency arises outside of the class.  If medical assistance is required, 911 will be called.  Please keep in mind that the injured student should not me moved.  We have staff members certified in first aid and they will be called to offer assistance.

Remember to complete the student accident form before the end of the day.

PROFESSIONAL ORGANIZATIONS

 TC  "PROFESSIONAL ORGANIZATIONS" \l 1 
The Administration encourages affiliation with professional organizations of teachers and/or staff member’s choice.

STUDENT PROGRESS MONITORING

A. GRADES

According to school board policy 5104 2b:

Grades Three Through Five

1. In reporting student performance in grades three through five, the symbols "A."

"B," "C," "D," and "F" are used, that represent the equivalent numerical grades,

as shown below:

"A"........ SUPERIOR PROGRESS............................. 90-100

"B:........ ABOVE AVERAGE PROGRESS............... 80-89

"C"........ AVERAGE PROGRESS.............................. 70-79

"D"........ BELOW AVERAGE PROGRESS............... 60-69

"F"........ FAILURE.................................................. 59 or below

2. A student must be in attendance at the elementary level thirty-three (33) days to

receive a grade.

3. Plus or minus signs for academic grades shall not be used in marking at any level.

4. Conferences with parents or guardians are a required part of the reporting system. Teachers will request two conferences per year per student. The school shall request a conference between the classroom teacher and the parent on or before May 1st for each student being considered for retention.

5. Elementary report cards shall be signed by the parent (legal guardian) and

returned to the teacher.

Activity teachers and ESE teachers will give classroom teachers a list of grades to

include on the report cards. Classroom teachers are to record the grades and return the grade lists to the appropriate teacher. NOTE: [Documentation through interims and/or conferences MUST be provided for administration when a student earns a letter grade of “D” or “F”, OR falls 2 letter grades lower than previously reported.]
HONOR ROLL

The honor roll will be compiled once each trimester for students in grades 3 - 5.

Honor roll students' names will be published in the following issue of the Tiger Newsletter.

HONOR ROLL CRITERIA:

“A” Honors:

1. A grade of “A” in all academic areas

2. All “1’s” in Social Growth and Study Skills

3. Students may receive a “2” in only the related Arts/Foreign Language area or

Technology, as they are still in a developing stage; not mastery.

4. No grades lower than an “A” will qualify a student for “A” honor roll

“A/B” Honors:

1. A grade of “A” or “B” in all academic areas

2. All “1’s” and “2’s” in Social Growth and Study Skills

3. Students may receive a “2” in only the related Arts/Foreign Language area or

technology as they are still in a developing stage; not mastery.4. No grades lower than a “B” will qualify a student for “A/B” honor roll

“B” Honors:

1. A grade of “B” in all academic areas.

2. All “1’s” and “2’s” in Social Growth and Study Skills

3. Students may receive a “2” in only the related Arts/Foreign Language area or

technology as they are still in a developing stage; not mastery.

4. No grades lower than a “B” will qualify a student for honor roll

PROMOTION/RETENTION

Promotion is the act of changing a pupil’s placement from a lower to a higher grade.

Students’ Criteria for Promotion will be reviewed with you by administration and instructional coaches. Promotion/retention documents will also be provided for your specific grade level. 
REPORT CARDS AND INTERIMS

A copy of School Board Policy #5104, Report Cards, Grades, and Promotion/Retention is available in the principal’s office. All report cards, interims and conference forms will be completed on-line. The ESE teacher will also provide parents with an interim report for students receiving services.  An activity teacher may also issue an interim report for students who demonstrate misbehavior on a frequent basis.
Report cards are issued at the end of every trimester of school such reports shall be distributed to the students for delivery to their parents.

Midway between each trimester, an interim report shall be sent to parents of students who are experiencing difficulty, including but not limited to the following:

1. Failing

2. A drop of two or more grades

3. Unacceptable behavior

4. Excessive absences

If necessary, additional reports may be sent home as needed. In addition, conferences are very important. Report cards may not be withheld from students because of failure to pay fees, or charges for lost or damaged books or property. Report cards and cumulative folders must be transferred from one school to another without delay.

Administration reviews all report cards prior to issuance carefully in order to understand, prevent, and/or solve problems which might arise from a misinterpretation of the card. Elementary report card envelopes shall be signed by the parent (legal guardian) and returned to the teacher.

PROMOTION/RETENTION TC  "PROMOTION/RETENTION" \l 1 
The professional staff (classroom teacher(s), special education teacher(s), support staff, guidance counselor, and administrator(s)) recommends grade placement based upon all available evaluative student data. Emphasis is placed upon the mastery of minimum basic skills in reading, writing, and mathematics.

In the promotion and placement of a student, the following criteria should be considered: (1) academic performance; (2) grades; (3) emotional and social development, which may include review by the child study team; (4) ESOL classification; (5) ESE placement; (6) screening schedules.    The school shall request a conference between the classroom teacher and the parent on or before May 1st for each student being considered for retention.  The final decision for promotion or retention rests with administration.

PROFESSIONAL DRESS

Teaching is a profession and professional dress demonstrates that opinion to the public and your stakeholders.  Teachers are expected to dress appropriately and professionally at all times, especially during Open House, Awards Assemblies, etc. Your appearance says a lot about your readiness to work and get the job done. Remember that we all serve as role models for our students.

Please Note: Appropriate shoes are needed to ensure your personal safety. "Flip-flops" are beach shoes, not school shoes.  When wearing an open toe flat sandal, staff are vulnerable to sustaining injury to their toe(s) and/or feet.  It is strongly suggested that you refrain from wearing these shoes. Professional dress demonstrates to parents that you are a dedicated educator. Inappropriate tops and/or blouses, short skirts, sweat pants or sweat suits, and tank tops are not professional attire and should not be worn in the business environment.

PROPERTY PASSES TC  "PROPERTY PASSES" \l 1 
Upon occasion faculty and/or staff member may need to take specific school equipment home to work on Broward Estates’ projects.  All equipment must be signed out with a property pass and have prior approval from administration.  Anyone taking equipment off school grounds is totally liable and responsible for any damage or loss.  Please be informed that many homeowners’ insurance policies will cover school equipment.

PTA(Parent-Teacher Association) TC  "(PTA) PARENT-TEACHER ASSOCIATION" \l 1 
The Broward Estates Elementary School PTA can be a vitally interested and active organization, which can foster close ties between parents and the school.  The organization is very supportive of the school and its programs.  Faculty and staff members are encouraged to join PTA and to attend the meetings.

One (1) teacher is selected by the faculty to represent the teachers on the PTA Board. This person will attend the PTA executive board meetings and report back to the faculty. 

The PTA sponsors various fund-raising activities and other activities to support the school.  Faculty and staff are urged to support them in these endeavors.  Faculty and staff members wishing to request funds must do so in writing to administration at the beginning of the school year. PTA can only spend funds with board approval.  PTA will require a written letter from the person requesting a donation.  This request will be discussed with the executive board and then brought before the PTA for final approval.

Please consult the Student-Parent Activity Calendar for PTA meeting dates.

RAINY DAY PROCEDURES

Rainy Day Procedures will be implemented when the weather becomes a safety hazard for students and staff.  These procedures may occur at any time of the day and a directive will be given over the P.A. System regarding this matter.  At such time, you will either hold your classes, or refer to the Rainy Day Room Assignments and act accordingly.  Portables will be assigned classrooms in the main building, computer lab will close, and movement of classes will be minimal.

BEFORE SCHOOL - 7:30 - 8:00 am

In the case of extreme weather, students will be held in their assigned grade level waiting areas until the weather improves. Teachers will be directed to pick up their classes and proceed with regular schedule. 
BETWEEN THE HOURS OF - 8:00 am – 2:50 pm
Teachers will refer to the Rainy Day Room Assignments.  (If the weather is too bad to move the children, you will be instructed to hold your classes).

At the beginning of the school year, teachers should discuss and model expected behaviors and procedures with students for rainy day dismissal. In the case of lightning and severe inclement weather, students will not be dismissed to ensure the safety of all students.

Telephones will not be available for students to call parents except in an emergency.  An understanding needs to be made between parents and students on procedures to follow on rainy days. Please refer to your student’s Emergency Dismissal Form for information.  

READING ACROSS BROWARD

Reading Across Broward is the motivational reading program of the School Board of Broward County.  To participate in the program, the teacher or student reads a variety of books and fills out the Reading Across Broward Form.  Books can be counted that are read aloud or individually.  There are two levels of Reading Across Broward forms.  Level One is for children reading mainly picture books.  Level Two is for children reading mainly chapter books.  Both forms have a variety of categories, to encourage reading different types of books.  Teachers may read books aloud to their class and fill out one form for the whole class.  The forms are also useful to send home to encourage reading at home.  Students in the intermediate grades may fill out the forms themselves as reading logs.  Forms are to be turned into the Media Specialist by the last school day in March.  If there are any questions, please see the Media Specialist.

REGISTRATION

 TC  "REGISTRATION" \l 1 
On-going registration will take place in the office. A Kindergarten Roundup in the spring is conducted to pre-register as many kindergarten students as possible.  The Roundup Orientation is to inform parents of medical and other pertinent information necessary to enroll their child in school.  Returning students are reregistered prior to the close of school in the spring.

When a child registers, he/she will be placed in the class with the lowest number of students.  Greet each child in a friendly professional manner with a positive remark.  If an error was made in the placement due to class size, please check with the office during your next planning time.  Teachers must remember to get all forms back from new students.  It is very important to get the signed Student Code of Conduct book as soon as possible.

REIMBURSEMENTS/PURCHASES

If you wish to purchase supplies, materials, etc. for school, please note the following:

· All requests for reimbursement must have administrative approval prior to actual purchase.

· If approved, make sure you have required original receipts for appropriate documentation of purchases.

Team Leaders may submit written requests for supplies or materials. The request may be made any time to the principal or bookkeeper and will be granted or denied on the availability of funds.

REPORT OF MONIES COLLECTED TO OFFICE TC  "REPORT OF MONIES COLLECTED TO OFFICE" \l 1 
A teacher wishing to collect monies and/or take a field trip should first discuss this with administration and submit the form requesting permission to collect monies.  If the amount collected is over $15 per student, individual receipts, written in triplicate, must be completed and submitted daily with the money collected.  These receipt books may be signed out with the office manager.  

For collections of $15 or less per student, a Report of Monies Collected Envelope must be completed (ALL PARTS) and forwarded to the office along with the money collected.  It is necessary to list each student from whom the teacher receives money.  It is necessary to put the date and amount collected next to EACH student’s name. You may NOT put quotation marks to indicate duplication.  On the line provided for "Purpose of Collection" on the form, fill in the name of the field trip AND date of the field trip. On the line provided for “Teacher/Sponsor”, fill in the name of the classroom teacher.  On the line provided for “Collection Amount”, fill in the amount that the students are to turn in for the trip.  The Account #’s will be filled in by the bookkeeper.  Please put the due date for money that is the LAST day you will accept money for this trip at the top of the envelope.  Teachers must collect the exact amount of money for the field trip.

Money must be received by the bookkeeper no later than 11:00 a.m. during the school day.  STUDENTS MAY NOT TURN IN THE ENVELOPE.  If necessary, contact the office and someone will pick up the money envelope.  The bookkeeper will count and receipt the money, and return the envelope along with the receipt to the teacher.  DO NOT TURN IN MONEY AFTER 2:00 p.m.  It cannot be properly receipted and banked after 11:00 a.m. Money left in a classroom is the responsibility of the teacher.  

RULES OF CONDUCT TC  "RULES OF CONDUCT" \l 1 
The School Board of Broward County has mandated guidelines for student behavior and guidelines are outlined in the Code of Student Conduct Booklet, which each student reads with his/her parent(s).  The student and his/her parent(s) are requested to sign an acknowledgment form, which is then filed in the classroom during the year and placed in the cumulative folder at the end of the year.  This is VERY IMPORTANT, as without this signed form, students cannot be suspended.  If a student does not return the form within the first two weeks of school, the teacher should let the office know so that the Social Worker, Community Liaison, or Resource Officer can make a home visit.

Teachers should make sure that students are aware of the school rules by reviewing the Code of Student Conduct Booklet with the entire class during the first week of school AND immediately after the first trimester.  Teachers are to MAKE TIME IN THEIR PLANS.  Teachers are expected to teach and practice the school rules during the first two weeks of school.  Continual review of the rules is expected during the school year

The cumulative records of the students coming from other school should be checked to ensure that a code of conduct was signed.  If a Code of Conduct is needed, one should be sent home with the student as soon as possible.

RULES (PLAYGROUND AREA)  TC  "PLAYGROUND AREA RULES" \l 2 
Classes may NOT play near or on the PE class area.  Teachers and paraprofessionals are responsible for maintaining student safety on the playground areas.  Students must be supervised at all times; therefore, no chairs are permitted for staff members.  Students may NOT engage in PHYSICAL CONTACT sports or "rough-housing" on the playground.  Students are not allowed to play football.  Outside play for students in grades (K-5) will be limited to a maximum of 15 minutes on days the students do not have a scheduled PE class. Pre-K and kindergarten will follow the curriculum guidelines for outside play.

SAFETY CHECKLIST TC  "RULES OF CONDUCT" \l 1 
The following guidelines have been formulated to assist Servicepersons in order to keep their schools in a safe condition.  Following these guidelines will improve the quality of the school’s Annual Comprehensive Safety Inspection Report.

· Remove any unsafe equipment and/or tools until repairs can be made.
· Remove any paper covering vision panels in doors or adjacent to the doors (these are windows that provide vision to the corridor from within a room).
· Curtain(s) require a fire retardant label that is attached to the curtain(s).
· Do not block entrance doors, exit doors or doors adjacent to other classrooms,
· Remove any storage and/or objects that are blocking exits.
· Please do not use extension cord in the classrooms.
· Please do not use plug in air freshners.
SCHEDULES

	7:15 am
	Breakfast begins

	7:45am
	Teachers report to school

	7:50 am
	Students line up in designated areas and are supervised by paraprofessionals and assigned support staff. Classroom teachers will be asked to pick up students and escort them to class.


	8:00 am
	Second bell rings and school begins. Tardy students must obtain a tardy slip to enter class after 8:00 am.

	9:00 am
	Attendance folders due to DPC.

	11:00 am
	Monies/collection of funds due to office manager.

	2:50 pm
	Assigned teacher escort bus and car students to loading areas.

	1:50 pm
	Walk and supervise remaining students to dismissal locations.


SCHOOL BOARD POLICIES

All staff members should be aware of School Board policies that affect their job.  An up-to-date policy handbook will also be available from the principal. Any questions about School Board policies may be directed to the principal/assistant principal.

Please be familiar with these School Board policies:

POLICY#5104
Report Cards, Grades, and Promotion/Retention

POLICY#6000.1
Standards of Service-Curricula-Elementary and ESE

POLICY#5301
Discipline-Corporal Punishment

POLICY#5006
Suspension and Expulsion

POLICY#5100
School Education Records

POLICY#2304
Weapons

POLICY#4008
Responsibilities and Duties (Principal and Instructional Duties)


POLICY#6303
Field Trip

POLICY#6306
Homework

POLICY#6318
Copyright Materials

SCHOOLWIDE CALENDAR

 TC  "SECURITY" \l 1 
Broward Estates Elementary School's schoolwide calendar is located in the front office on the bulletin board between the principal's and assistant principal's office.  Please submit any approved school activities (e.g. field trips, field days, assemblies, special events, etc.) to Sherry Candelaria, Office Manager.  The activities will be included on the faculty monthly calendar.

SECURITY

 TC  "SECURITY" \l 1 
Faculty and staff should not leave anything (such as money, purses, etc.) on the top of the desk or out in the open to tempt students to be dishonest.  Money left on the desk is the teacher's or the paraprofessional's responsibility.  

All classrooms should be locked and secured at all times.  Students are not allowed in the classroom without staff.

All visitors must sign-in in the front office and obtain a visitor's pass.  Teachers should NOT allow parents to come directly to the classroom without reporting to the office.  All faculty and staff should direct visitors without a badge or pass to the front office. 

SIGN OUT PROCEDURES

 TC  "SECURITY" \l 1 
Administration must approve all requests prior to leaving campus (e.g. lunch time, planning time after student dismissal, etc.) during your regular working hours. Please complete the request to Leave Early Form and fill out your individual page in the Sign Out Book located in Sherry Candelaria’s office.  

SMOKING  TC  "SMOKING AREAS" \l 1 
According to Florida Law, Broward Estates Elementary School has NO designated smoking areas.  School Board Policy 1120 states “No person may smoke in a Board-Owned/Leased Building or Board-Owned/Leased Vehicle.”
STUDENT INCENTIVES

 TC  "STUDENT INCENTIVES" \l 1 
Faculty and staff are encouraged to find creative methods to motivate students to achieve beyond their own expectations. Rewards such as stickers, a note home, lunch bunch with the teacher, homework coupon, caught being good coupon, or, a Principal's Pass are all enjoyed by students. 

Teachers may not give students candy or gum even if they tell them to chew (eat) it after school.  To ensure student safety, lollipops and balloons may NOT be given as rewards.

STUDENT SERVICES

 TC  "STUDENT SERVICES" \l 1 
The Student Services Department consists of the following support personnel:

Community Liaison
Karen Grant
Intermediate Reading Coach 
Candace Chewning
Primary Reading Coach………………………………….…Rasheeda West

Math Coach…………………………………………………
ESE Specialist
Lotonia Marshall
Guidance Counselor
Joanne Jones
Magnet Coordinator
Carolyn Claxton
Psychologist


Chrysalis Center


Nurse………………………………………………………..
Resource Office…………………………………………….. Office Pubien
Student Services include (but will not be limited to) the following:

1. All student records will be kept & locked in file cabinets in the cum room located in the front office and may NOT be removed from the campus.

2. Small group instruction will take place at scheduled times.

3. Individual student tutoring and conferencing will be scheduled.

4. Class rosters will be available from the student computer database.

5. Referral conferences may be scheduled when appropriate.

6. Collaborative Problem Solving Team Meetings and IEP Reviews will be coordinated.

7. Curriculum support, demonstration lessons, and workshops will be offered.

STUDENT SUPERVISION TC  "STUDENT SUPERVISION" \l 1 
Faculty and staff need to be aware of their legal responsibility of student supervision.  NO STUDENTS may be left in the school building (hallways, cafeteria, outside play area, or classroom) without teacher or paraprofessional supervision.

If an emergency arises and the teacher must leave students, the office should be contacted immediately to provide supervision.  In extreme cases, the teacher next door may be asked to watch students until the office can send assistance.  Teachers please do not leave a class or individual student unattended or outside of your classroom.
A good rule of thumb for all teachers is: Each student must be within "Ear shot and eye shot".

SUBSTITUTE CALLING AND PLANS TC  "SUBSTITUTE PLANS" \l 1 
Teachers must have substitute plans available in advance.  These plans must include schedules for activities, speech, V.E., emergency evacuation procedures, etc.  Substitutes should be provided with a list of any special classroom procedures for bathroom use, attendance taking, classroom rules, behavior concerns, etc.

Emergency substitute plans must be filed in the Registrar’s desk no later than the end of the first week of school.  These will only be used in an emergency and will need to be replaced if utilized.  The lesson plans should be generic; however the students should be actively engaged in educational activities and assignments for the entire day.  Lessons should be on your desk and readily accessible.

If you are out on a TDA and have failed to secure a substitute you will be asked to report to school to teach your class.  All teachers are expected to call the school at 754-322-5550 by 7:30 am to find out if a sub has arrived for the open vacancy.  Any student who consistently has difficulty with substitutes should be placed in a pre-arranged space for the day.

Reminder:  If you only need a half-day substitute, the following hours apply:


A.M.     
8:00 A.M. – 11:15 A.M.


P.M.

11:15 A.M. –3:30 P.M.

If you have a TDA that starts at 9:00 A.M. report to school first.

SUPPLEMENTAL POSITIONS TC  "SUPPLEMENTAL POSITIONS" \l 1 
Broward Estates Elementary School offers a variety of supplemental positions to assist with the many student projects and events. Positions will be posted and emailed by administration. 

TEACHER ABSENCES AND LATE ARRIVAL TC  "TEAM LEADERS" \l 1 
Teachers reporting an absence, must contact Sub Central by telephone, 754-321-0050, and obtain a job number for that day or dates of absence. Teachers/staff may also report their absences using the on-line method.  Sherry Candelaria, the substitute coordinator, will provide teachers with procedures for securing substitute coverage in the event of an absence.

It is the responsibility of all faculty and staff, when arriving late to school, to contact the office to inform them of the situation and to give the approximate time of arrival.  Please leave a detailed message if the telephone is on service and give an approximate time of arrival.  Please report to the office immediately upon arriving at school to sign in and complete the Request To Leave Early Form that includes information regarding late arrivals.

If the expected arrival time is more than 45 minutes after the scheduled work hours, (after 9:15 am) please make arrangements to secure a 1/2 day or full day substitute teacher.
TEAM LEADERS TC  "TEAM LEADERS" \l 1 
Team Leaders will represent the teachers at each grade/department level. Team leaders must meet the qualifications identified in the teacher contract.  

There are 15 principles attached to the Team Leader position at Broward Estates Elementary School: 
Team Leaders will be expected to:

· attend team leader meetings, which may occasionally run after 3:00 pm.

· provide possible solutions to problems/concerns/issues presented.

· demonstrate effective leadership, facilitation, listening, and communication skills.

· support and document the implementation of School Improvement Team Goals.

· collaborate with team members to develop necessary policies and procedures.

· coordinate Open House, Academic Fair Nights, Test Preparation Parent Trainings and related grade-level specific activities.

· represent the viewpoints and interests of the ENTIRE team.

· work cooperatively with all coordinators of school activities.

· ensure grade-level representation on all school committees.

· elicit innovative ideas and input from all team members

· demonstrate strong work ethics, positive attitude, and enthusiasm as a member of the leadership team.

· communicate openly, honesty, and forthrightly with administration.

· maintain confidentiality and professional conduct at all times.

· provide administration with team agendas and minutes from meetings.

· inventory grade level curriculum materials, supplies, and other resources.

· support the vision and mission of the instructional leader.

· utilize grade level release days effectively.

· submit monthly newsletter articles for grade level to administration by the expected due date.

· coordinate homework policy to support a rigorous program that reinforces and enhances daily lessons.

· facilitate grade level meetings and sharing of best practices.

· house emergency lesson plans for each teacher on the grade level.

· promote the success of the total school program.

· perform other duties as assigned by the school principal.

TELEPHONE(S)

Telephones are a necessary part of the daily business of the school.  When possible, telephone calls should be limited to matters concerning school and students. Faculty and staff should use the telephone in their classrooms. Please do not utilize the telephones located in the front office unless it is an emergency. Telephone calls will not be forwarded to you during instruction time.  Incoming phone call messages will be forwarded to your voicemail or e-mailed to you.  Faculty and staff members will receive telephone calls only in cases of emergency through the approval of administration. There are no exceptions.  Long distance calls should not be made on the school telephone for personal business.  If a long distance call is necessary for school business, please see the office manager and complete a telephone log entry.  If the office manager is not accessible long distance calls can be made from the assistant principal and principal’s telephone. NO CALLS TO LOCAL DIRECTORY ASSISTANCE (411) MAY BE PLACED FROM ANY SCHOOL PHONE.     
The front office reception area telephone should NOT be used for parent conferences because of privacy issues, and should be limited to five (5) minutes. If absolute PRIVACY is necessary, arrangements will be made by Administration for an office to be utilized for making the call. 

TELEVISION PROGRAMS

 TC  "TELEVISION PROGRAMS" \l 1 
Broward County Schools, through the B.E.C.O.N. department, offers a variety of programs to supplement the curriculum in each grade level.  Televisions are provided in all classrooms.  Televisions are to be used for instructional purposes and only when it supplements the unit of study.  Televisions are not to be utilized as a baby-sitting tool while teachers and paraprofessionals grade papers etc. Television must have an educational purpose.
B.E.C.O.N. (Broward Educational Communication Network)

 TC  "INSTRUCTIONAL TELEVISION CENTER (ITV)" \l 1 
B.E.C.O.N. is part of the Broward County School System.  Monthly guides are sent to all teachers listing programs and schedules available for use in the classroom.  In addition, teachers may call to schedule specific programs to be televised for classroom use.  A Scope and Sequence Guide is available which lists all programs available to teachers.  Teachers are encouraged to share their class productions throughout the County by scheduling a videotaping session through B.E.C.O.N.  Inservice workshops, often through distance learning, are also available.

TEMPORARY DUTY AUTHORIZATION (TDA)

 TC  "TEMPORARY DUTY AUTHORIZATION" \l 1 
Faculty and staff members are encouraged to participate in professional meetings relating to educational workshops, seminars or conferences sponsored by professional organizations, colleges, universities or government or private agencies concerned with public school matters.  It is understood that normally only one member of a department may attend any one such meeting at the school’s expense. Temporary Duty Authorization (TDA) must be completed prior to any activities or travel (this includes any event off campus, field trips, inservice, meetings etc.). 

TDA’s are a part of the school’s audit trail.  It is imperative that you submit them and call in to Subcentral prior to the day of your staff development.  

· Submit TDA’s to the administration for approval. 

· TDA’s are subject to non-approval if not tied directly to the enhancement of the Bethune Elementary School program.

· TDA’s can be called in as soon as you know the date for your staff development.

· If your staff development is cancelled then you should call Subcentral and retrieve the phone number of the assigned substitute and notify them that the job is cancelled.

· It is your responsibility to telephone the office at 7:30 to ensure that your substitute has arrived at school.

· You are to speak with The Substitute Coordinator (Sherry Candelaria) for verbal confirmation. If no substitute has been secured, you may have to return to school.

· Also, TDA’s that begin at 9:00 A.M. requires that you report to school first.

· Do not assume that by filling out the form the TDA will be automatically approved.

For activities in which there are travel expenses and/or registration fees, TDA’s must be submitted to administration at least three (3) weeks prior to the event.  Administration must approve all money to be reimbursed.  All receipts must be given to the bookkeeper immediately upon return.  NO monies will be reimbursed if these procedures are not followed.

IMPORTANT:  TDA’S must be submitted to administration at least FIVE (5) days prior to the requested leave date. Make sure to attach supporting documents to the TDA before you give it to Administration for approval.
TESTING

 TC  "TESTING" \l 1 
Grades one (1) through five (5) will be given a selected standardized test during a time designated by the district.  This test will measure achievement in reading, language, math and science.  Results will be documented by the team leader and reported to the School Improvement Team as described in the school goals.

Effective test-taking strategies should be taught and emphasized during the school year, not only the week before the standardized testing.  Students must be taught to think and read independently for standardized tests.  Teachers must not assume that a child knows how to take a standardized test.  Test taking skills should be taught beginning the first week of school and continued during the school year.  Primary students are involved in the Early Identification Program.  The purpose of this program is to identify and remediate difficulties, which may occur in the learning process of students.

Teachers will be requested to administer diagnostic reading and math tests to students entering from out of county to determine the instructional levels for reading and math. Student Services will administer individual tests at the request of parents or teachers.  These tests include individual tests of achievement or aptitude.

Other specific kinds of tests are available for special problems and are administered by the Student Services or the school psychologist as deemed appropriate.

TEXTBOOKS TC  "TEXTBOOKS" \l 1 
The State-adopted basal textbooks which the school uses are stored in each classroom.  Additional textbooks are located in the textbook storage room.  If textbooks go home, teachers must assign books to each student. Each textbook is listed according to title, number, and condition.  Please provide your grade level chairperson with a copy.  Students are responsible for each textbook checked out in their name and will be held accountable if the textbook is lost, misplaced, or damaged.  The school must reimburse the County for the cost of all State-adopted books which are lost; therefore teachers must maintain strict control over textbooks by knowing which books have been assigned to individual students and by keeping a record of textbooks located in each classroom.  Workbooks which accompany textbooks are ordered from the school depository and are available from the textbook coordinator.

TORNADO DRILL TC  "TORNADO DRILL" \l 1 
A tornado drill shall be conducted twice per school year.  The announcement will be made :”All students and staff please report to your assigned areas.  This is a tornado drill.”

1.
Teachers who are in portable classrooms should report to their evacuation indoor classroom.  Teachers who are on the playground should seek shelter immediately in an indoor classroom.

2.
All personnel on the school premise should be assembled at the far side of the classroom, away from windows.

3.
Students will get down under their desks on their knees with their hands over their heads (duck and cover) and wait for an all clear signal.  Please keep students away from the window area.

Please be aware that if a tornado comes upon the school without proper notice, teachers are to instruct students to take cover immediately.

VISITORS

Adult visitors are required to register in the office.  No teacher should admit an unknown person to the classroom without asking his identity.  All visitors will be wearing a visitor’s badge.  Teachers must report any adults walking in the hallways without an identification badge to the office as soon as possible.

Teachers should not allow visitors to use class time for discussion of individual problems.

VOLUNTEERS TC  "VOLUNTEERS" \l 1 
Broward Estates Elementary School would like to develop a strong Volunteer Program.  Our volunteer helpers can assist in students' academic skills and certain teachers' paperwork.  This program is coordinated through Student Services.  Teachers must let the Volunteer Coordinator know if they wish to have a classroom volunteer and what duties the volunteer is needed to do.

All volunteers must report to the office prior to assisting in the classrooms and have completed a Broward County Volunteer Form.  They must wear the appropriate identification badge.  If you are in doubt, please contact the office. 

Volunteers shall never be allowed to check student papers, have access to students cum folders, emergency information, test results or any vital information pertaining to a student.
WORKERS COMPENSATION

The School Board is subject to provisions of the Workers Compensation Act (Charter 440 F.S.), the same as any other employer.  This act requires that all work connected injuries be reported promptly.  Failure to do so will result in penalties.  The fines and penalties will be assessed against the school or department responsible for the late reporting.  If you are injured, report the accident that day to the office.

Any person going to a doctor not authorized by the employer and/or workers compensation insurance carrier will be responsible for their own medical expenses. 

XEROX TC  "XEROX" \l 1 
The general rule is "SAVE A TREE".  Use manipulatives instead of paper/pencil tasks.  Utilize the overhead projector and charts.

Please be aware that the budget is tighter and tighter each year and our environmental concerns should be a daily practice of conservation.
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Excellence is the gradual result of always striving to do better.

-Pat Riley
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