[image: image1.png]$a%5 BouLpvarp Hoieas
ELEMENTARY

)
L4 Cd
40p(iS




Soaring to New Heights
2015-2016
STAFF HANDBOOK
Juan ALejo
Principal
Kristi Rippo
Assistant Principal

REVISED/UPDATED 08/01/2015
Boulevard Heights Elementary
Vision Statement

“Our vision will prepare students for the 21st century by engaging all learners in meaningful learning experiences that meet the highest educational and ethical standards in a collaborative, caring learning community.  Student Learning is supported through fostering of partnerships with parents and families, businesses, civic organizations and higher educational institutions.”
SBBC Mission Statement& Goals/objectives

The School Board of Broward County, Florida is dedicated to meeting the educational needs of all students in a safe learning environment.
ACADEMIC IMPROVEMENT PLANS (Progress Monitoring Plan)
An electronic academic improvement plan must be completed for any student deficient in reading, writing, and math in any marking period (See district information for PMPS for your specific grade level.)  All plans are to be discussed with the parents, monitored and progress noted.  Signatures must be obtained during the conference. (See Conferences)  

ACADEMIC AWARDS

Academic awards are held at the end of each quarter for each grade level during the school day.   Students may be awarded for Principals Honor Roll, B Honor Roll, BUG (bringing up grades) Award, and Attendance Awards. The fourth quarter awards for fifth grade students will be held during the last week of school at a special ceremony.

 (See monthly calendar for dates)

ACCIDENTS
All injuries to faculty, staff, students, or visitors, no matter how slight, shall be reported immediately. Accident reports are to be completed and returned to the office the same day the accident occurs. 

Administration will determine if a 911 call is needed.  When 911 is called, the Accident Report must be sent to the office immediately. The incident will be reported to the Area Office via the office manager. 

All student accidents must be reported on an accident report. The GLC is to notify the parents of all the students involved the same day the accident report is sent to the GLC. Word the comments on the accident report carefully.  Please include the name of the victim only. The parent will receive a copy of the accident report. The GLC will ONLY notify the parents if 911 is called or if the injury is of a serious nature and will fax a copy of the completed accident report to the Area Office and other designated locations.  
When a student appears to be injured, or has been involved in any type of accident in your classroom, make the child comfortable. Immediately call the office and state “code blue.”  Do not move the injured party until a member of Administration has made the decision that movement will not compound the child’s injury.

All staff injuries require contacting Workers’ Compensation. If an injury to a teacher is not reported within 24 hours, you may not be covered by Workers’ Compensation.  You will not be covered if you leave the main campus without Administration approval.  This includes the parking lots.  Please see office manager for details on contacting Worker’s Compensation.
ADULTS ON CAMPUS

All adults who have business on campus are required by Board Policy to report to the office upon entering the campus. This applies to vendors, contractors, visitors, tutors, and volunteers. If visitors come to your classroom, send them to the office for a pass. If you see any individual without a tag, please notify the front office.
AED MACHINE

The AED Machine is located in the clinic in the front office.  Designated staff members have been trained to use the AED Machine.  Posters are located throughout the school indicating those staff members who have been trained to use the AED machine and/or CPR.

AES

Alternative to External Suspension Program – This program will be offered in Iieu of external suspension. The classroom teacher will be responsible for submitting work to be completed. Work completed in this program must be averaged into the overall grade.  Referral to the AES program will be determined by Administration based on recommendations from the Discipline Matrix.

AFTER SCHOOL CHILD CARE
An after care program will be provided by a private School Board approved provider.   Any staff member who desires to work needs to fill out an application with the program leader.  Classrooms will be used on a rotating basis to give everyone the opportunity to volunteer their rooms once per every school year.  Memos will be sent advising teachers which rooms will be used per quarter.

This program is administered by Sunshine Child Care for parents of our children needing childcare services after school from 2:00 – 6:00 p.m. on a monthly basis.  Sunshine Child Care will provide school care on early release days with special activities for our students.  A one-day camp program is also offered on teacher workdays.

AGENDAS/ HOMEWORK PLANNER

All students are given Agenda/ Homework Planners. These planners are to be utilized everyday. The Agenda/Homework Planner should be used as a communication link between school and home.  Teachers are required to check for parent communication on a daily basis as well as utilize it to communicate concerns i.e. missing homework, projects, behavior etc.  Teachers are expected to provide a written response to parents concerns within 48 hours.

Announcements
Faculty and student announcements should be typed or neatly handwritten.  Announcements MUST be submitted to the administrator’s office at least one day before it is to be announced on The Bobcat Morning News Show.
It is the responsibility of the individual submitting the announcement to word the announcement exactly as he/she would like to have it read on the morning show. Announcements should be short and to the point.
ARRIVAL

There is no supervision before 7:30 A.M.  Designated staff will supervise all students between 7:30 AM and 8:00 AM.
Please do not request student assistance before or after school without written parent permission.  Requested students must be personally picked up by the teacher.  All Teachers must personally pick up his/her students between 8:40 and 8:45 AM from designated area. 
ASSEMBLIES

General assemblies are usually held at the need or desire of the faculty and students, and often evolve from activities begun in the classroom. Specific assemblies will be called by the administrators or guidance to provide information or special interest groups.

When assemblies are held and your class is invited, make sure you accompany them to the assemblies and supervise their behavior while they are there.  
Assemblies should be educational and classroom teachers should prepare the students prior to attending the assembly.  Follow-up should be conducted when returning to the classroom. Students should be reminded before each assembly of expected behavior and consequences for misbehaving during the assembly.

ATTENDANCE 
Student absences are listed electronically. 



E1:
First day in school this term, regardless of the classroom.



P:
Present



AU:
Unexcused absence



TU:
Unexcused tardy 
An accurate up to date record of each child’s attendance must be kept in Pinnacle. When a child has three consecutive unexcused absences, teachers are expected to call the home to find out why the child has been absent. If you cannot reach the parent, complete a referral form and submit it to the guidance counselor and she will submit it to the school social worker. Please notify the attendance clerk in writing on a separate sheet if you are aware of an extended student absence such as a family vacation, illness or death.  These records are legal documents and should be treated as such.

Broward Truancy Intervention Program (BTIP)

BTIP consists of a series of letters to parents or guardians of students with high incidents of unexcused absences notifying them of Florida Statute 232.19 (7)(a), mandating school attendance by their children and warning them of potential criminal prosecution for noncompliance.

The primary goal of the program is to work with parents and encourage them to be more responsible for ensuring their child’s attendance. 

Step 1. Five Unexcused Absences - When a student’s absences increases to five days, school staff “BTIP” the student by entering a code in the student’s mainframe data file that flags the student’s identification number at the State Attorney’s Office. At this point the ETS sends a letter home to the parents notifying them that the State Attorney’s Office and the school is monitoring their child’s attendance.
Step 3. Ten Unexcused Absences - Upon increase to 10 unexcused absences by a student, the parents are sent a 10-day letter. This correspondence serves as notification of an area meeting with BCPS Area Director and the State Attorney representative to develop a plan of action specifying what the parent will be required to do to comply with the law.
Perfect Attendance Criteria: In order to obtain perfect attendance, the student must be in attendance each day. There may not be any tardies, nor suspensions noted (unless student attended the AES Program). Each report card period, please submit a list with the number of students to receive attendance and honor awards. Refer to the schedule you received during preplanning. See monthly calendar for Honor Roll/ Attendance Assemblies.

ATTENDANCE- STAFF
If it is necessary for you to be absent:

1. Contact Sub Finder (754-321-0050 or https://sems.browardschools.com) no later than 6:30 AM on the morning of your intended absence. After 6:30 AM please contact Sub Finder AND the assistant principal. 
2. All staff members must arrive by 7:30 AM and initial next to their name on the list placed in the mailbox room. IF PATTERNS OF ATTENDANCE/TARDINESS EXIST, APPROPRIATE DISCIPLINARY ACTIONS WILL BE TAKEN BY ADMINISTRATION.
3. Teachers are to keep all materials needed by a substitute readily available. Team leaders will be responsible for any items not readily available.

4. Sick leave is provided for your personal illness or that of your immediate family. It should be used with the greatest of care since you are allowed only ten days per year, four of which may be used as personal days. 

5. Faculty and staff members are not to leave campus between 7:30 AM and 3:00 PM without  permission from an administrator. Such requests are to be made by completing the form “Request to Leave Campus.”

6. Doctor appointments or any other personal appointments are to be made outside working hours. If you cannot make these appointments before 7:30 A.M. or after 3:00 P.M. you will need to take personal or sick leave from school. Please refrain from making appointments that conflict with scheduled meetings listed on the Master Calendar.
Teacher Absence

All emergency illnesses or emergency personal days must be reported to Sub Central (754-321-0050).  If you are not able to reach Sub Central, call Ms. Chow.

Substitute needs are requested for ½ day or full day absences.  

Plans must be developed in advance to give a substitute teacher sufficient information to conduct the class.  The plans should cover a one (1) week period.  Sub folders should be completed and left on the teacher desk.  This information will be given to the substitute teachers when you are absent and returned at the end of the day.  All teachers must keep them updated on a regular basis. Please make sure that all pertinent information (schedules, lesson plans, current seating charts, class rosters, directions for cafeteria procedures, team leader and extension number, and all extensions of your team teachers), is in the folder and is up to date.
All TDA’s must be requested, (at least 10 days in advance), and approved whether a substitute is needed or not.  A TDA is used anytime you are out of assignment on school business, whether off campus or on.  You must fill out the Substitute and TDA procedure Form; submit it to Ms. Romero, who will give you the official TDA form.   You will obtain your administrator’s approval for both forms and submit it to Ms. Romero.
ALL TEACHERS MUST HAVE A PIN NUMBER.  New Teachers must register with Sub Central (754 321-0050) 

BEHAVIOR & CITIZENSHIP INCENTIVE

Each month a student will be chosen from your class for the Student of the Month. The names of these students must be turned into the Guidance Counselor the first Thursday of the month, no later than 2:30 p.m. 

This special award should be used to create and reinforce the "learning community" in each classroom.  Practicing the SBBC monthly character traits should be the premise behind the selection. 

The student per month will receive a Student of the Month certificate. Each teacher should give special recognition to the child of the month. 
BOMB THREATS

In the event that there is a bomb threat, a “Code Black”: will be issued.  Specific directions for evacuation will be provided by administration.  Prior to evacuating a classroom, teachers should scan the area for any suspicious objects. Critical Incident Plan is located in the front office in the safety binder.
Teachers must always take their roll book and take attendance once they have evacuated.  A head count is NOT sufficient.  Please refer to your staff folder.
CELL PHONES ARE NOT TO BE USED IN THE EVENT OF A BOMB THREAT.

BREAKFAST
Paraprofessionals are to supervise the breakfast program in the cafeteria. Breakfast will be served from 7:30 AM until 8:00 AM. 

Students who walk to school or who are car riders will not be served after 7:50 AM. Please reinforce this requirement on a regular basis. If a walker/car rider tells you that he/she has not eaten, please report this incident to Administration. We hope to reduce tardies with this regulation. Please do not deny any student the opportunity for breakfast.

BULLETIN BOARDS
Decorating the teaching/learning areas is encouraged. Use tacks, pins, and staples on the bulletin boards provided.
Standards to be maintained for displays and bulletin boards:

1. Current displays (dated student work only)
2. Work samples in all subjects

3. Pertinent to curriculum or management procedures

4. Completed in a reasonable length of time

5. Student or teacher made (preferred)

6. Have titles and borders

CAB Conference

Must be checked when not supervising students at least 2 times each day. 
CAFETERIA PROCEDURES
Only cafeteria staff, custodial staff, and administrators are permitted to enter kitchen area.  

The cafeteria system is on the PSC computer. Students may pay for their lunch while in the cafeteria line. The cafeteria manager would like the children to pay for their lunch prior to school beginning.  Students are permitted to pay for lunches during lunch time.  
Students are to be reminded to adhere to the cafeteria rules and procedures. This is more easily accomplished if the teacher reinforces appropriate cafeteria behavior with a reward. Teachers are to remind students on a daily basis of the cafeteria rules. Designated staff are expected to actively supervise students at all times.

Students are not allowed to re-enter the line after they have been served. Therefore, they should develop the responsibility for remembering napkins, milk, ice cream etc.

Students are allowed to go to the restroom during lunch with permission.    Teachers must encourage restroom use during transitions.
Classroom teachers must be on time to receive their students. 

New Free and Reduced Meal Applications must be submitted each year to verify qualification in this program. The students who received such meals the previous year will be given a two-week grace period to resubmit the necessary application. After that time, the meals will be discontinued if applications are not submitted. 
 Teachers who voluntarily chose to do so will be given leave early time. Please make arrangements with administration first. Notify your team leader in case a student is needed for early dismissal. Please obtain large plastic bags from a custodian prior to lunchtime. If you choose to eat at the picnic tables, please remember to take a trash bag and carry it to the dumpster after lunch. The trash cans located in the classroom or near the picnic tables should not be used to dispose of lunch trays or milk.

CERTIFICATES

It is imperative that each teacher have an updated copy of his/her teaching certificate on file in the school. Teachers new to the school must bring in their certificate and leave it with the office manager to be copied. She will then return it to you on the same day.  The office manager is not responsible for submitting a copy to the School Board.  The teacher must place a copy to Certification in the pony mail.
It is the responsibility of the teacher to keep their educator’s certificate up-to-date and valid. 
Anytime a teacher is newly hired or a current staff member receives a new updated certificate, please bring it to Mrs. Romero for copying. According to Florida Statues, it is the responsibility of each teacher to keep his/her certificate current and to forward a copy of it to the Certification Office at the KC Wright building c/o Althia Pryce. Failure to do so may 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 Health and Rehabilitative Services (HRS).

If you suspect a student is being abused or neglected, you may discuss your feelings or suspicions with the guidance counselor or the principal, but you must directly report the case to HRS by calling the Child Abuse Hot line at 1-800-96-ABUSE. Remember: when in doubt, report!
The guidance counselor is our child abuse contact with the county level officials. She can assist you in reporting an abuse case and completing the necessary forms. It is the responsibility of the individual reporting the incident to phone the Abuse Hot line.

CLASS ROSTERS 

A current class roster is to be maintained at all times.
CLASSROOM CARE

It is the responsibility of instructional personnel to establish a neat, attractive environment for learning throughout the school day. This will encourage proper pupil respect for neatness and order.

Teachers should have all books, workbooks, scraps of paper, etc. picked up by students before dismissal time. Teachers should maintain an orderly classroom by having students keep books and materials off the floor. Due to the difficulty in obtaining substitute custodians, teachers are asked to prepare classrooms each afternoon for the possibility that it will not be cleaned. Restrooms and trash cans will always be serviced. The Administration will make every effort to notify you in the event that a substitute custodian is not available.

All chairs should be unstacked and placed in a down position during the entire school day. This should be done first thing in the morning.

Our custodial staff is charged with the responsibility of maintaining our building in a clean and attractive manner. They are expected to empty trash cans, sweep, mop, dust, clean restrooms, and supply soap and paper towels on a daily basis in your classroom..  
If specific requests are needed, please email Head Custodian. Do not verbally ask custodians to conduct services.

All teachers are responsible for the physical condition of the classroom. Displays and bulletin boards should be pertinent to classroom instruction, and should be current. Always turn off lights and lock doors when leaving the room. All papers are to be picked up off the floor before dismissal. 
No furniture (TV sets, etc.) is to be placed in front of classroom doors, or window exits as these pose a fire hazard. The inspectors note safety violations when this occurs. Please do not place reading tables too close to the exits.

CLASSROOM SUPERVISION
Children are never to be left unsupervised! 
Sending students to stand outside your classroom door is not permitted.

Paraprofessionals may not supervise classes at anytime unless authorized for a maximum of 15 minutes by the administration. In case of an emergency, notify the office for assistance.

 CLINIC PROCEDURES

Classroom phones must be used to contact parents.  Student use of the phone during school is discouraged.  The office staff will make calls for students in emergency situations.  Any child that becomes ill or needs medical attention must be escorted to the office by messengers a clinic form along with book bag.  Do not send a sick child alone. Each teacher is to have several clinic forms on hand in his/her classroom. 

The teacher must contact parent and an accident report must be submitted at the time of any injury.

Students are not allowed to take medication in the classroom. This includes but is not limited to: prescription drugs, cough syrup, cough drops, aspirin/Tylenol, etc. If a student brings medication to school, it is to be sent to the office immediately. 
Do not call a parent or advise a student to call his/her parent to come and pick up their child due to illness or injury. The necessity to do this will be determined by the school nurse.

COMMUNICATION

All formal written communication sent home must be approved by Administration. Communication is important for coordinating activities in a well-organized manner.

Personal cell phone use by staff members may only occur when not supervising students.
COMPUTER LAB

There is a computer lab in room 505.  Students are to utilize classroom computers. Teachers must sign up for lab time and students must come prepared (appropriate log on and passwords) for lab activities.  Students must leave the computers and surrounding area in proper order for the next class. 

COMPUTER REPAIRS

All requests for computer repair must emailed to Mrs. Amoriello.  Please do not relocate any computers. Ms. Amoriello is the only individual permitted to relocate equipment.
Property passes must be submitted and approved by the principal prior to receipt of any equipment.

Confiscated Items
It is your responsibility to secure any item taken from a student then personally take it to the assistant principal.
CONFERENCES

Conferences are an important part of reporting pupil progress to parents and can be a great help in furthering home-school relationships.  
School Board Policy #5104 states “Conferences with parents or guardians are required as part of the reporting system. Teachers are required to have at least two (2) conferences per year per student. The school shall request a conference between the classroom teacher and the parent on or before May 1 for each student being considered for retention.”  

Teachers should hold conferences with all parents in the classroom and the conference form should be completed and signed by all persons in attendance at the conference. The original is to be kept in a file by the teacher.  Documentation of at least two (2) conferences must be placed in the CUM folder. All conferences scheduled before school must end by 7:55 AM. If more time is needed, please reschedule. Teachers must not conduct conferences with parents during supervisory responsibilities. i.e. morning and dismissal post duties etc. If parents are unable to come into the school, phone conferences should be written up, and then sent home for parent’s signature. At the end of the school year, 2 conference forms must be filed inside the CUM folder. Teachers are prohibited from scheduling conferences on their scheduled morning duty day.
Conferences involving unusual concerns should be referred to the team leaders or Administrator or Guidance. When it becomes necessary for other school personnel to attend a conference, such as Special Area Teachers, or Exceptional Education Teachers, or translators, make plans in advance to avoid conflict. 

CONFIDENTIALITY

Confidentiality of student’s information should be observed at all times. Teachers should not discuss a student’s behavior, academic progress, or problems in the teachers’ lounge, front office, with other parents/students present or at social places. No grade or test score should be read aloud in class.  It is recommended that teachers conference privately with each student about their progress. 

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

A student or staff member suspected of having a contagious disease is to be sent to the clinic immediately.   Many of these diseases spread rapidly and are not recognized by parents. Teachers are not to diagnose such diseases, but must report all suspected cases immediately. Diagnosis is to be done by the appropriate office personnel.

Persons who have been absent due to a contagious disease may not return to school without clearance from the appropriate medical personnel and the school office. If a student enters your classroom after a diagnosed contagious illness without an office release form he/she is to be sent to the office immediately and not readmitted without approval from the office. Please refrain from verbally embarrassing said student. Do not put yourself in jeopardy of contracting these contagious diseases by not following these procedures.
COPYRIGHTS

Publications
Reproduction 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. When submitting newsletter articles, be sure to include the “permission to reproduce” notation when using a published article piece.
Video Material 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. They may not be shown for entertainment purposes. Videotapes must be used in “face to face“instruction rather than closed circuit TV. Videotapes must be checked out of the media center and be “G” rated.
CUMULATIVE RECORDS

CUM folders and pupil progression records must be maintained in compliance with School Board Rules and Policies (FCGR #1). These are documents, which, if subpoenaed, would provide accurate information in court concerning the child’s academic progress, educational history, and attendance.

Each teacher must review Cumulative Folder for each student enrolled in his/her classroom. Requests for records of students transferring from public schools in the county or within the state are made through the school office. A Florida Cumulative Record must be completed for students enrolling from out of the state of Florida.

The IMT will make a list of students with special health problems or concerns. The office, physical education teacher, and the classroom teacher will be informed of health problems or concerns. A complete list of students with health problems will also be distributed to all staff members via CAB Conference.
The registrar will complete a Broward County CUM Folder as soon as out-of-state records arrive or within five (5) days after entering our school. When a student officially withdraws from your class, the CUM folder will be given to the team leaders to update. 

Team leaders will review all CUM folders for completeness and accuracy before they are sent to another school. The county office issues procedures for completion of CUM folders.

General procedures are:

A. A CUM folder should be kept up-to-date and maintained in an orderly manner.

B. CUM folders are considered as legal documents and transferred in two ways:

· To another Broward County Public school, if the student moves within the county.

· To our microfilm center, if the child moves outside Broward County or to a private school within the county.

C. CUM folders are open to parent’s scrutiny. Please remember this when writing information that goes inside them such as interim reports or conference forms.

D. At the end of the year, the folder must accurately show attendance, grades and reading level.

E. Standard test data must be properly recorded.

F. If a student leaves our school for another county school, all entries such as grades and attendance are recorded in pencil so that the receiving school may compile or revise for the entire year.

G. A list of the items to be included in the CUM folder will be made available.

Do not keep CUM folders in your classroom. They are to be kept in locked files in the Guidance Office.  If you wish to take a folder from the file, please log in with the Guidance Secretary. She will give you the folder as soon as possible. By October the log should indicate that each CUM has been reviewed by the team leader to ensure appropriate services and concerns are addressed.  Cum folders may not be taken from the front office.
CURRICULUM

Academics

A. List all subject objectives on the board each day.

B. ESE- include strategies in lesson plans. Place the ESE Strategies insert in plan book.

C. ESOL – include strategies in lesson plans. Place the ESOL Strategies insert in plan book.

D. Class work not completed in the allotted time should be given to a student as homework. If the assignment is not turned in when due, a reduction in grade is necessary. If you see a pattern where the child is consistently not completing the work, set up a conference with the parent to discuss time on task.

E. Insert Daily Schedule in lesson plans and display on main board. 
F. Please do not allow students to complete their homework assignments during class.  
CUSTODIAL SERVICES

The cleanliness of the building can greatly influence both students’ and teachers’ attitudes about the school. This is a cooperative program that must exist and the teacher plays a vital role in any custodial program. All chairs should be stacked and students should be instructed to clean up after themselves throughout the day and especially prior to dismissal.

Teachers must help in monitoring the daily classroom cleanliness of his/her students. Teachers are to contact the assistant principal if their rooms are not being cleaned properly. 
Particular care is to be taken when using liquids and other substances, which may stain walls and furnishings.  

Food is to be stored in airtight containers to avoid insect and rodent infestation. 
Cleanliness, organization, and neatness should be considered as part of the education process. Students should clean their desks daily.

General use refrigerators will be cleaned out each Friday. All items will be disposed of if left on Friday. INDIVIDUAL REFRIGERATORS ARE THE RESPONSIBILITY OF CLASSROOM TEACHER. The custodial staff will clean them only on a monthly basis.  Microwave ovens, coffee pots, etc. are not allowed in the classroom.

STUDENT AGENDAS
All students in grades 1 through 5 will receive agendas. It is the responsibility of each student to maintain them daily. Each teacher should monitor its use on a regular basis and check daily for parent correspondence in the back section.  The bookkeeper should be contacted if a student needs to purchase a replacement planner for $5.00.
RTI
If you feel a child has behavior disorders or shows an inability to learn and progress normally, follow the Comprehensive Problem Solving and Evaluation Process.  Please refer students ASAP and complete the appropriate RTI/Child Study Packet (see guidance counselor).

The county has mandated that the length of time from parental consent to the initial staffing will be no longer than 90 school days. Compliance with this procedure is affected by the amount of time that it takes to get all forms back properly filled out. The teacher is a vital link in this process. Please expedite this process by completing out all papers in a timely manner. 

Do not diagnose a student. Do not tell a parent that you think the student is SLD, Gifted, EH, or has any other exceptionality. Evaluations can only be done by a school psychologist and eligibility determined by committee, which includes the parents. 

There is a separate procedure for Gifted Referrals. A Gifted Referral in writing may be made directly to the ESE Specialist.

DISCIPLINE
The following rules shall be observed:

1. A teacher may not place a student outside classroom unsupervised or suspend a child from class or school. However, in cases where an emergency situation develops, the teacher will take such steps as are reasonably necessary to protect the students. The use of reasonable force necessary to isolate a disruptive student from the classroom shall not constitute corporal punishment as defined in Section 232.27 Florida Statutes, and shall not be used as a basis for the suspension of any member of the school staff holding anyone liable for such an act unless the force used is degrading or unduly severe as to its nature. It is recommended that teachers remove other students from a situation when a student becomes out of control and call the office for assistance. The teacher’s first responsibility in this case is the safety and well-being of the students who are not disruptive. This does not mean that the disruptive student is to be left totally alone, but it does mean that all other students must be removed from danger. After the students are safe, the assistant principal is to be contacted.

2. Teachers are not to contact parents to come and pick up a child for inappropriate behavior. All suspensions, internal or external, are to be done by administration following proper procedures. Teachers are to contact parents and inform them of inappropriate behavior before a referral is sent to the office
3. A teacher must not place a student in an unsupervised location. 

Field trips may not be taken away without a signed behavior agreement well in advance notifying the parent at the time the permission slip is sent home of the possibility of being excluded from the field trip if the existing behavior does not improve. Administration must have documented proof of disruptive behavior, which may lead to withdrawal of field trip privilege at the time the permission slip is sent home.  Administration only may remove a student from a field trip.  Send the referral electronically to your  Administrator.
4. An administrator will call for the student at a later time. The Administration will return a copy of the referral with the action taken section completed within 48 hours of receipt.
Though the principal has the responsibility to maintain overall school discipline, the teacher must handle the majority of his/her disciplinary problems. Sending students to the office weakens the teacher’s leadership. When a referral is submitted, the teacher must fully explain the reason for the referral. Do not advise the student of the action that will be taken by the principal/assistant principals. (Incomplete referrals may be sent back to the teacher to be completed.)  Consequences will be determined by administration based on the child’s previous referrals. Please limit referral to serious offenses. All other offenses, such as incomplete work, not listening, etc. should be handled through interim reports with parent conferences. Teachers are to spend the first week of school teaching their students the school and class rules. 
Each student must have a code of conduct acknowledgement on file in his/her CUM folder. Without this acknowledgement, the teacher is leaving himself/herself open for criticism and the parent has the right to claim lack of knowledge of the rules.

Students will be referred to administration as a last resort should a problem persist. Administration will use appropriate procedures, but please be reminded you abdicate responsibility when a student is referred to Administration.

Please note:
Be alert to surface issues, such as teasing, acts of aggression, verbal threats, bullying etc. Addressing these initial concerns early will often times prevent major issues. Please contact parents of all students involved at the onset to ensure they are given an ample opportunity to assist with remediation techniques.  Please thoroughly review the new bullying section of the Discipline Plan.
All referrals require documentation of previous parent contact of a student’s behavior.
UNACCEPTABLE STAFF DISCIPLINE PROCEDURES INCLUDE BUT ARE NOT LIMITED TO:

Ridiculing a child, sarcasm, placing a child outside with no supervision, unacceptable physical contact, assigning meaningless written work, depriving of natural needs, pinching, putting a child in restroom or closet, screaming continuously in classroom, extreme physical exercise, depriving total special activity period, or other indications of ridicule.

Dismissal
K-2 will dismiss from the West Car loop. 3-5 will dismiss from the East Car loop. 
Private Bus students will be held in RRC 2 (primary) & RRC 3 (Intermediate). 

SBBC bus students will line up on the west side of the front office. 

Walkers will be escorted out of appropriate gates. 

Students will not be dismissed for early dismissal after 1:30 pm.  Students are not to be dismissed early without clearance from the front office.  Parents must sign a sign-out book maintained in the front office.  Students are NOT to be released from classrooms to parents. If a parent picks up a child early, the front office will call into your classroom and you are to send the child to the front office with all their necessary belongings.  Teachers need to make a list of how each child is to get home. They may not allow students to change established routine without written permission from home or verification by phone.

If a child is not picked up, students will be brought to the front office and teachers will be contacted regarding dismissal procedures.  A staff member will attempt to contact the parents and fill out the child dismissal log in the front office.  The administration will conference with parents who are continuously tardy in picking up their child(ren).  

Rainy day dismissals will be announced over the intercom.  If it is lightning or storming, students will be held in the classrooms.  Common sense prevails when releasing children during such conditions.  As soon as conditions permit, an all call will be made to dismiss.  If it is a light rain at dismissal time, regular dismissal will take place.  Students will not be allowed to make phone calls to parents.  A strict understanding of this policy needs to be made between parents and students regarding what they want their children to do in the event of inclement weather.  All teachers are expected to include this in their discussion of school procedures during the first few weeks of school. 

DRESS CODE

Mandatory school uniforms required for all students.

It is generally accepted that appropriately dressed students tend to behave better than in cases where no attempts are made to encourage proper dress. Students will be expected to adhere to the Student Discipline Code of Conduct Booklet in matters of dress. Uniforms are mandatory. Opened-toed shoes are discouraged during PE. Do not send students to call home for a change of shoes.  Students without proper footwear must sit out activity.
Teachers should naturally attempt to set a good example in matters of grooming and appropriate dress. Good grooming is taught by example. All staff members are asked to dress in a professional manner and use good judgment in the selection of attire.

DUPLICATING SERVICES (copying)

All teachers will be allotted a certain amount of copying.  This is will allow the school to remain within its contracted number of copies. If a problem arises with the copier please let Mr. Uppal with a complete description of the problem.
EARLY DISMISSAL
Parents are to report to the Front Office when picking up children for early dismissal. Parents must sign children out before leaving campus. Teachers are not to dismiss children to parents at the classroom door. 
A list of persons to whom a student may be released is found on file in the Front Office. A student shall not be released to any person not included on the Student Health Card.

EARLY RELEASE DAYS

The School Board has approved “early release” time for all Broward Public Schools. The purpose of the release time is to plan and implement School Improvement Plan objectives, and to provide professional development opportunities for staff, focusing on their School Improvement Plan. Staff is not allowed to leave campus for lunch during an early release day.
The District has scheduled Early Release days. The exact dates for the school year are posted on the Master Calendar.

EMERGENCIES
Crisis Intervention Codes will be placed on the reverse side of staff ID badges.
Students who become ill or have an accident at school shall be escorted by messengers and taken to the clinic (if doing so will not compound the injury). If it is felt that moving an injured child will cause more injury, the following procedures are to be used.

· Contact the Assistant Principal immediately via phone. Inform the person answering that there is a Code Blue and state your room number. If you are not near a phone, send one child to the office with accurate information; i.e. Johnny Jones has been injured - he is on the PE field near the southwest corner. NEVER ALLOW MORE THAN TWO STUDENTS TO COME TO THE OFFICE. 

· Remove all other students from the scene.

· Keep the injured child warm and comfortable.

· Keep the child as quiet as possible.

If the nature of the child’s illness or injury is such that the child needs to be sent home, the clinic will notify the parent. Do not send students to the office to call their parent because they are ill. 

EMERGENCY INFORMATION - STAFF
All staff members are to have a current address and telephone number on file in the office with the office manager. If you move or get a new telephone number, this information must be reported to the office as soon as possible. Make sure that we have at least one current number where we can reach someone in the event of an emergency.

EQUAL OPPORTUNITY

NONDISCRIMINATION POLICY
As an equal opportunities/equal access employer, The School Board of Broward County, Florida is committed to ensuring that no employee or applicant is discriminated against in any term or condition of employment.  In accordance with Policy 4001.1 “Nondiscrimination Policy,” the School Board prohibits any policy or procedure which results in discrimination based upon age, color, disability, gender, marital status, national origin, race religion or sexual orientation.

SEXUAL HARASSMENT 
Sexual Harassment is a form of discrimination and not only violates School Board policy, but also applicable local, state and federal laws.  Sexual harassment in the workplace is defined as un-welcomed sexual advances and other forms of oral, written or physical contact of a sexual nature, when:

· Submission to such conduct is made directly or indirectly as a term or condition of employment

· Submission to or rejection of such conduct is used as the basis of employment affecting the individual or

· Such conduct has the purpose or effect of creating an intimidating, hostile, or offensive working environment.

PENALTIES FOR VIOLATION OF THIS POLICY
Employees who are found to have engaged in discriminatory or retaliatory conduct or harassment will be disciplined.  Disciplinary actions for violations of this policy can range from verbal or written warnings, up to and including immediate termination, depending upon the circumstances.

FIRE DRILL

Drills will be held ten times throughout the school year. An evacuation map is to be placed in each classroom in a conspicuous place near the door.

Please see the map posted in your classroom for the evacuation route your classroom should follow. Maps will be updated/revised each year by the administrator. Please contact the administration in writing if your classroom does not have an updated evacuation map.

Drill procedures are to be rehearsed with the students during the first week of school. Appropriate behavior must be maintained to ensure safety. Students are to be kept quiet and in line. Teachers are to take lesson plan books with them when an alarm is signaled, unless to do so would endanger the safety and well being of the teacher. Each teacher is expected to call roll once outside to ensure all students are accounted for. It is not acceptable to merely do a head count.

Fire Drill

1. A loud buzzer will signal evacuation. (Do not assume a drill is a false alarm. Always exit and wait for instructions.)

2. Everyone stands and moves directly out of the exit designated for your area. Teacher must verbally call roll.

3. Designated monitors will check all group bathrooms for students.

4. There is absolutely no talking during the entire time of the fire drill.

5. Safe Team will check all public restrooms to be sure all children have left the buildings.

6. Once you have reached your assigned area, take roll to make sure each child has been accounted for.

7. One long bell will signal all clear to return to the building.

Tornado Drill 
1. When a Tornado Drill is announced, all students and staff will report to their assigned area. 

2. Sit facing interior walls (inside your rooms).

3. No talking

4. Assume the arms over head, kneeling posture.

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.  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 situation itself.

All referrals are in the strictest confidence. There will not be any reference to an EAP referral on an Employee Evaluation or Record of Counseling.

Self-Reporting Policy 
See Self - Reporting policy
END OF-THE-YEAR CHECKLIST RESPONSIBILITIES
It would be advantageous to begin thinking about end-of-the-year responsibilities early in the fourth quarter. You will receive a list of exact requirements during May. 
ENGLISH FOR SPEAKERS OF OTHER LANGUAGES (ESOL)
ESOL strategies must be documented in lesson plans on a weekly basis. 
Documentation of ESOL Strategies
A list of strategies on a transparency in the plan book is not sufficient documentation. The strategies need to be listed weekly in the plan book as well as incorporated in daily plans when necessary. This is required since schools audited last year were cited for using a transparency. Please refer to the ESOL matrix.
ESOL Training
The new schedule will be available soon. Register on ESS or see the Inservice Coordinator for assistant if needed – courses fill up quickly.  
EQUIPMENT REPAIR

The county maintains a department that repairs school board property. Do not take items home to be repaired, or take items to outside shops to be repaired. If you have audio/video equipment that has been checked out from the media center that is in need of repair, please return it to the media specialist. Other equipment that is in need of repair should be given to the technology specialist. If you are uncertain of which person should handle a specific repair, ask media specialist. All equipment sent for repairs must be logged in the Tech binder. The technology specialist will maintain this binder

EXCEPTIONAL STUDENT EDUCATION (ESE)
The ESE process involving student referral is lengthy and time consuming. In order to provide timely responses and assistance, I ask that you complete the referral packet within a one-week timeline. Please allow 6-8 weeks following initial referral for other needed steps to take place such as: assigning/observation by case manager, follow up meeting to discuss interventions, parent packet completion and consent, and completion by teacher and parent.

We know that Early Intervention is the key. Our main focus is student learning. If an individual student’s behavior impedes the learning and progress of the entire class, the student must be referred in order to establish interventions to encourage appropriate behaviors. If we are not meeting the student’s academic needs in the regular classroom, a referral should be considered.

All teachers, administrators, and counselors will receive a confidential list of ESE students no later than the first day of school.

Teachers will view each student’s IEP through virtual counselor within 2 weeks of enrollment.  A hard copy can be printed, if desired. 

Implementation of a student’s IEP is crucial.  Accommodations must be provided.

EVALUATIONS

Broward County Schools will use the Marzano/ I-Observation system.
Assessment shall be perceived as a process of continual improvement.  All schools will be using the I-Observation system.  The instrument will be used for data collection for all teachers. 

 All professional contract teachers will be observed a minimum of 3 times: 

² 1 formal including a pre & post conference (30 minutes)

² 1 informal
(15 minutes)

² 1 snapshot
 (5 minutes) 

All Annual contract (new) teachers will be observed a minimum of 4 times:

² 2 formal including a pre & post conference (30 minutes)

² 1 informal
(15 minutes)

² 1 snapshot
 (5 minutes)

The end of the year evaluation for all teachers will include a combination of the classroom observations which is 60% of the total evaluation, and test scores (Value Added Model) which is 40 %. 

FACULTY COUNCIL
A Faculty Council is established to help solve problems at the school site through discussion of problems among the council. Issues and concerns with a possible solution are to be submitted in writing to the Union Steward. The Faculty Council will submit concerns with possible solutions in writing to the Principal. The Principal will prepare a written response to each concern and schedule a meeting with the entire Faculty Council to review and discuss concerns. The minutes from each meeting will be placed in all mailboxes. The submission will then be discussed among the Faculty Council and, if need be, will be submitted to the Principal for consideration.

FACULTY LOUNGE
Only School Board employees are permitted in the lounge.  Students are not allowed in the faculty lounge. The soda and snack machines are than scheduled lunch times eating with their teacher, or special circumstances that have been previously approved by the Principal. 

Do not leave valuables in the lounge. Label your lunches. Please respect the property of others.

Remove all food, drinks, etc. from the lounge refrigerator the last day of each school week. The refrigerator will be cleaned on Friday nights. Anything left in the refrigerator will be discarded on Friday, even if labeled. If you use the microwave oven, please make sure that you wipe it out with a damp towel when you have finished. The custodial staff will not be responsible for maintaining the cleanliness of the classroom refrigerators and microwaves except on a monthly basis.

FACULTY MEETINGS
Faculty meetings are ordinarily held monthly. 
Additional faculty meetings may be called when necessary and attendance is required unless arrangements have been made with the principal or assistant principal, in accordance with the procedures stated previously in the handbook for early dismissal.  Please do not schedule appointments or parent conferences on Tuesday afternoons.
If you are absent, it is your responsibility to discuss the agenda items with your team leader. Absent team leaders should discuss agenda items with the school Administration.
Additional Meetings:  (Dates to be announced)
Team Leaders


C.P.S.T. Meetings
(Child Study)



ESE Staffing
 (not held during planning time)



Threat Assessment Team (as needed)

Grade Level (Team)

Vertical Teams

FAX MACHINE

The FAX machine should be used only for official school business.  All faxed transmissions must be entered on the log.  No personal materials may be faxed.

Confidential materials, such as psychological reports, IEP’s and school records, may only be faxed with the principal/assistant principal’s permission and an identified person at the receiving end.

FIELD TRIPS
The bookkeeper will review and distribute a field trip packet to all team leaders. For any planned field trip, a Field Trip Form must be completed and submitted to Mr. Alejo. A team will take no more than 2 field trips per year. These trips will be planned in advance during the first month of school.  
Educational field trips are an integral part of the school program and their use is encouraged. The use of school buses is recommended. All field trips must be directly related to the instructional program. Field trips are to be listed in your plan book.

Do not set dates, submit reservations, etc. until the principal has approved your proposed trip and you have checked with the secretary for available collection dates. It is the responsibility of the field trip point person to notify the cafeteria. Lunches may not be cancelled at any time unless the affected classes are off campus. 

Field trips should occur only as an outgrowth of, or supplement to, some aspect of the curriculum. Teachers’ judgment should be employed in deciding whether or not an excursion is desirable in items of distance, expenses, and ease of supervision.

A student may be taken off a trip by administration only if documentation exists with a parent signature acknowledging the possibility well in advance of said removal. Responsibility for student behavior rests entirely upon the chaperones. Only in emergency situations should the bus driver need to be concerned with the students’ conduct.

All trip request forms must be in the transportation office at least ten (10) working days prior to the day of the trip. The times for all trips will be from 9:00 AM to 1:30 PM. In order to adhere to this deadline all information must be in our school office fifteen (15) days before the scheduled trip. Lion Country Safari trips and water field trips are prohibited.

Out of county field trips must be approved by the Service Quality office before students are notified of the trip and final arrangements are made. TDAs and field trip requests must be submitted for approval at least 14 days before the scheduled trip.

Reminder:
Only Team Leaders and/or club sponsors may complete field trip packets.

Written permission must be obtained from the parents in order for the child to go on a field trip. No student may go on a field trip without written parental permission. Students may not telephone their parents to bring in slips or give verbal permission to go on a field trip. Parents must be notified in writing and a contract developed for parent signature at the time the permission slips go out that there is a possibility of a child missing a trip due to behavioral concerns.

See Bookkeeper updates.
No money is to be collected prior to principal written approval of field trip/activity.
Teachers must collect monies for field trips and submit to the bookkeeper on a daily basis by 8:30 AM (turn in the collection envelope even if no money is collected) and must be accompanied with the Field Trip Envelope. Do not hold any money overnight. Receipt books may not leave the front office at any time.  Be sure to contact the cafeteria manager at least two weeks in advance if your class will not be eating in the cafeteria on the day of the field trip, or if you will need bag lunches.

Be sure to inform the assistant principal at least two weeks in advance if you are not eating in the cafeteria on the day of the trip so that the lunch schedule can be adjusted.

Please do not accept permission slips without payment and vice versa.

At least one chaperone per ten students shall be provided on every field trip. A list of chaperones is to be submitted with the field trip information. The principal, assistant principal, or designee will cancel field trips without adequate chaperones. Please do not ask paraprofessional, support staff, or other teachers to accompany the class on the field trips. It is the individual teacher’s responsibility to check online in advance to ensure volunteers are approved.
The field trip envelope must be provided to the bookkeeper by the team leader on or before the day of departure of the field trip. The envelope is to contain the following items:

1. Bus seating chart

2. Trip authorization packet

· Field trip request form (in the envelope of the person initiating the field trip)

· TDA with job number (one for each employee going on the field trip)

· Student permission forms

· Field trip checklist

3. Original student permission slips

4. List of chaperones with emergency information

5. Trip itinerary  (Return to campus by 1:15 PM)
The teacher is to take the following items with him/her on the field trip:

1. Bus seating chart

2. Copy of permission slips

3. Trip itinerary

4. Directions to destination
5. Never place a child in an unauthorized vehicle.

6. Any prescription medication from the clinic.

(Trained staff member must accompany student on trip)
In case of an emergency on a field trip, contact the school IMMEDIATELY.

Students who exhibit behavior that could endanger the safety and well being of others on the field trip will be denied the privilege of going on the field trip. This decision shall 
be made by the assistant principal, provided documentation has been collected and signed by the parent at the time the permission slips are sent home. Teachers must notify administration well in advance if there is a possibility that a student will be prohibited from attending a field trip. The student’s parent(s) must have been advised in writing of the possibility of his/her child being denied access to the trip before the decision will be made to eliminate the student. The signed notification to the parent and documentation of the reasons for the child’s possible elimination from the trip must be submitted to the principal three days before the trip is to take place. Adequate documentation (referrals, parent conferences, etc.) must be provided to administration before a child will be eliminated from a field trip. The final decision of the child’s attendance will be made by administration. A teacher or chaperone may not deny a student the right to participate in a field trip. Field trips may not be denied as a means of punishment or used as a reward. 

DO NOT TELL A CHILD THAT HE IS ELIMINATED BEFORE THE ASSISTANT PRINCIPAL HAS MADE THAT FINAL DECISION. THE FINAL DECISION IS BASED ON DOCUMENTED TEACHER INFORMATION, TIMELY PARENT NOTIFICATION, AND IS MADE BY THE PRINCIPAL ONLY.
A cover letter is to be developed by the team leader with the approval of their team members and submitted to the principal for approval. This cover letter is to advise parents of the trip behavior requirements and the possibility of elimination. The teachers are to keep a signed copy of this cover letter in the red emergency information folder.

FILM VIDEOS
Films are to be ordered to enhance curriculum. Lesson plans are to include the titles of all films (videos) being used; the time the film will be used; and the subjects for which the film is applicable. Any film or video that is not obtained from the county must also be approved by the principal/assistant principal and must be on the county’s approved collection list. The media specialist has this list on file in the media center.

DRILLS
Drills will be held ten times throughout the school year.  An evacuation map is to be placed in each class in a conspicuous place near the door.  Please refer to your calendar for dates.  Please see the map posted in your classroom for the evacuation route your class should follow.  Please contact the Administration in writing if your classroom does not have an updated evacuation map.

Drill procedures are to be rehearsed with the students during the first week of school.  Appropriate behavior must be maintained to ensure safety.  Students are to be kept quiet and in line. Teachers are to take lesson plan books with them when an alarm is signaled, unless to do so would endanger the safety and well being of the teacher.  Each teacher is expected to call roll once outside to ensure all students are accounted for.  It is not acceptable to merely do a head count.

Fire Drill (see page 25 for complete details)
1. A loud buzzer will signal evacuation.  (Do not assume a drill is a false alarm.  Always exit and wait for instructions.)

2. Everyone stands and moves directly out of the exit designated for your area.  Teacher must verbally call roll.

3. There is absolutely no talking during the entire time of the fire drill.

4. Security and support staff will check all public restrooms to be sure all children have left the buildings.

5. Once you have reached your assigned area, take roll to make sure each child has been accounted for.

6. One long bell will signal all clear to return to the building.

Grade books
All teachers are required to use Pinnacle and maintain a back up!
1. All absentee excuse notes from parents and all incoming Free & Reduced lunch forms need to be forwarded to Ms. Chow ASAP.
2. The Pinnacle system automatically separates attendance and grades

3. When using a grade book, indicate the topic of recorded grades: test, quiz, homework, and page numbers of each.

4. Indicate grades given on Interim.
5. Indicate the enrollment date and withdrawal date of individual students.

6. In addition to Pinnacle, please maintain a back-up system for grades and attendance.

7. Class Record Books are filed at the end of the year and kept on file for five years.  It is essential that they be kept carefully, neatly, and completely, and that all entries be made in indelible ink.  These books are the final authority of a student’s grade in case of any questions.

8. The Class Record Book should contain ample grades to show student’s progress each week.  Grades should be clearly labeled as to the type of assignment.  There should be a minimum of nine (9) grades for each grading period (1 per week). 
GRIEVANCES
School Board Policy states:

“Any complaint, problem, or dispute which affects the conditions or circumstances under which an employee works involving interpretation, or application of an existing Board Policy and this agreement; or a condition which jeopardizes employee health, and/or safety.”

Procedure:


The employee shall first attempt to resolve the grievance through free and informal communications with his immediate supervisor (school principal).


If the grievance is not settled informally within a reasonable time following knowledge of the act or condition which is the basis of the complaint, the grievant may file in writing a grievance with the school Principal or the immediate supervisor.


If the grievance is not settled at the second step, it may be appealed to the Area Superintendent of Schools.

If the grievance is not settled at the third step, it may be appealed to the Superintendent of Schools.


If the grievance is not settled at the fourth step, it may be appealed to the Board.


If the grievant is not satisfied with the disposition of the grievance by the Board, the grievance may be submitted to arbitration before an impartial neutral party.

GUIDANCE

The major focus of the guidance program at Boulevard Heights will be to create a positive school environment for students through a comprehensive developmental approach to guidance and counseling that emphasizes counseling, coordination, and consultation.

The following programs and services will be offered:

Classroom Guidance

The guidance counselor will use "Special" time to read and discuss stories which will revolve around such themes as decision-making, problem-solving, dealing with fears, family relations, labeling, grief, making friends, anti-bullying and the Silence Hurts Campaign etc.

Group Counseling

The counselor and school social worker will facilitate small groups (6-8 students) in which students can explore their ideas, attitudes, feelings, and behaviors as they are related to personal development and school progress.  Topics include responsibility, behavior, friendship, self-esteem, and study skills.  Students can be referred for group counseling by teachers, parents, or administration.  

Individual Counseling

The counselor will be available to see students individually in order to provide them with the opportunity to examine their feelings, attitudes and concerns in a supportive setting.  Students can refer themselves or can be referred by teachers, administrators, or parents.
Orientation/Articulation

The counselor will consult with teachers, administrators, and parents concerning student behavior and academic progress.
Consultation

The counselor will coordinate the school-wide testing program and interpret test results.
HOMEWORK POLICY

There are three major reasons for homework:

It teaches students self-discipline, independence, and responsibility.

It increases academic achievement through reinforcement and remediation.

It expands the curriculum by permitting students to learn in “real” situations at home through projects and extension assignments.

There are three types of homework:

1. The most familiar is practice exercise, which provides opportunities to apply new knowledge, or to reinforce newly acquired knowledge.

2. Preparatory homework makes students obtain background information on a unit of study so they are better prepared for the following day’s class.

3. Extension assignments, such as science projects, creative essays, and social science investigations encourage students to pursue knowledge individually and imaginatively.

HOMEWORK ASSIGNMENTS
Please note homework will be given Monday through Thursday (Fridays are optional) and is due the following day. All assignments will be thoroughly explained prior to dismissal. All students must utilize the agenda.

Frequency and Quantity of Homework Assignments

Grade Level

  Frequency


Total Homework Time

K

Periodically


*not to exceed 20 min


1

4 days a week


10 min


2

4 days a week


20 min


3

4 days a week


30-45 min


4

4 days a week


45-50 min


5

4 days a week


50-60  min

COMPREHENSIVE PROBLEM SOLVING TEAM (CPST) (CHILD STUDY TEAM) RTI
The Comprehensive Problem Solving Team (CPST) is a multidisciplinary team, whose membership includes but is not exclusive to the classroom teacher, the guidance counselor, support staff, social worker, school psychologist and administration. 
The primary purpose of this team is to assist teachers in reaching the “hard to reach” students in their classrooms through the development of easy to implement classroom interventions. The team uses a systematic problem solving approach, including the assigning of a case manager. The case manager will conduct a Problem Solving - Clarification Interview Summary. 

Teachers should follow the Comprehensive Problem Solving and Evaluation Plan Process (CPS & EP). As part of this process, a CPST meeting will be scheduled if a student continues to exhibit behavioral/academic problems.

Rationale beginning the process referral may include, but not be limited to:

*
Academic concerns


*
Behavioral concerns


*
Emotional concerns


*
Health concerns


*
Needs for social services


*
Possibility of retention


*
Improper placement of a student


*
Tier 1, 2, 3 status
INTERIM REPORTS
It is the teacher’s responsibility to inform parents in writing concerning any academic or behavior concerns via an interim report whenever necessary to ensure proper documented attempts of parent notification and assistance. All students must receive interims the first quarter. 
Interim reports are to be issued on the designated date in accordance with School Board Policy 5104. Teachers of students who are experiencing difficulty must insert comments and a parent conference must be requested to be scheduled by the GLC. This requirement includes but is not limited to PE, media, music, science, and regular classroom teachers.

In the event that a student’s behavior and/or grades drop after the regular interim report issuance date, the teacher(s) involved must contact parent before that student can receive a drop of one letter grade on his/her report card.

Report cards with a D, F, or 3 must have an interim report or they will be returned to the teacher for correction.

See Master Calendar for Interim Report Card Schedule 
KEYS

Keys are issued by the bookkeeper to a teacher and are not to be used by anyone but the teacher, unless approved by the principal. Teachers are not to allow students to use their keys.

Keys are not to be duplicated. Report lost keys to the office manager as soon as possible

LESSON PLANS (ELECTRONIC)
Lesson plans are to be printed and visible on desk at all times. They will be reviewed, monthly during by the team leaders. Lesson plans will be reviewed periodically by the principal or assistant principal in accordance with School Board Policy. Please be sure they are complete and clear enough to be understood by anyone reading the plans. Include specifics which you, the regular teacher, take for granted such as daily schedule and special procedures for certain students. (Must include times for all activities.)

Plans should be available during anticipated absences. Plans should be exact enough that a sub new to Boulevard Heights have a successful day.

Emergency plans should be kept on the teacher desk and updated periodically.

Plans are to be maintained by all teachers. This includes but is not limited to media, speech, ESE specialist, specials teachers, etc. as well as the regular classroom teachers. Lesson plans will be a part of the evaluation process.  Teachers demonstrating a pattern of not preparing plans may be subject to disciplinary action.

Remember that lesson plans are legal documents and can be used in court to verify that a student was taught the curriculum that was endorsed by the county and state. 
LOST AND FOUND

Lost and Found articles are kept in the cafeteria. All lost items should be turned in promptly. Students should be encouraged to check this area for their lost items.
LOUNGE POLICY

The use of the school lounge is primarily restricted to the paid employees of Boulevard Heights. In compliance with Federal Regulations, the school lounge has been designated as a non-smoking area.
Each person should help keep the lounge clean. The refrigerator will be cleaned out on Fridays and perishable food discarded.

Please remember that classes are in close proximity.  The lounge is off limits to all students and non-school board personnel.  Please do not send students to the lounge for any reason.
MAILBOXES
Please do not send any students to your mailbox or vending machine for any reason.  Staff members are to check their mailboxes each morning, during planning periods, and before leaving each day. Please erase your messages promptly.
All notices placed in mailboxes must be cleared through the principal. All notices sent home must be approved by the principal well in advance.  Please do not place any materials in mailboxes without administrative approval.
Personal mail should be delivered to your residence.
MATERIALS AND SUPPLIES/REIMBURSEMENTS

Materials & Supplies

Supplies are made available to teachers for the instructional program when available funds exist. The materials are kept in a storage areas .Teachers should NOT interrupt office personnel for supplies. It is the team leader’s responsibility to pre-order supplies via supply form and hold them in their classrooms.

Reimbursements 

No faculty member may purchase any item for which he/she expects reimbursement without prior approval from the principal. Requests for supplies and materials not available within the school may be made at any time via the office manager.  Requests will be granted or denied by the principal only on the basis of available funds.
MEDIA RELEASE

A Media Release form is sent home with each student for parent signature.  The purpose of this form is to secure parent permission for the student to be photographed or interviewed by reporters that may visit our school to publicize special events.  Students who do not have a release form on file may not be photographed or interviewed by a reporter or any other media personnel.  Please report these students to the IMT. 

The teacher is responsible for keeping these forms and insuring that only students with parent permission are exposed to the media.

MEDICATION 

Teachers are not to administer medications to students, nor allow any student to bring to class or take medication in the classroom. Students who bring medication to school are to be escorted to the clinic with the medication.
Medication will be administered in the clinic to those students who have completed Authorization for Medication Form from the Broward County Health Department.

MESSAGES FROM PARENTS 
Teachers are to keep all letters from parents. Notes that authorize a change in student transportation, verify absences, or indicate a forthcoming student absence are to be sent to the office. Teachers will be given a copy and are to file such notes after they are returned by the office.  Teachers are expected to respond to all correspondence within 48 hours.
Do not allow a student to change his/her mode of going home without written authorization from his/her parents.  Please return all parent calls within 48 hours.  To avoid miscommunication, please do not send messages to parents through students.
MONIES COLLECTED

All monies to be collected in the name of the school must first have written authorization by the principal. Forms may be collected from the bookkeeper, to request expenditure of monies, record monies collected, and request reimbursement for monies spent (must have been approved by principal).

Turn in monies collected to the bookkeeper on a daily basis before 10:00 A.M. This includes, but is not limited to, monies collected for field trips, etc. It is the intent of the auditing department that the school pays all expenditures by school check only. Auditors check all forms for correct procedures and information. All monies collected must be funneled through school internal accounts.  These collections are to be recorded on a Monies Collected form. Always keep a copy of this form for your records.  Teachers are prohibited from collecting money for book orders such as Weekly Reader.
Receipt books must be properly maintained and must remain in the front office. Receipt books are not to be taken out of the office at any time. All receipting should occur in the presence of the bookkeeper.  Money collection envelopes must be turned into the bookkeeper daily, even if they are empty before 8:45 A.M.
MORNING ANNOUNCEMENTS
Barring technical difficulties, morning announcements will be televised every morning. If announcements are not made over the closed circuit television, they will be done over the intercom. Every class is to have their students sit quietly and listen to announcements every day.
NOTICES
All notices sent to parents must have previous approval from the principal well in advance. Remember that the school and its staff are reflected in our written messages. Notices must be typed and have correct grammar and spelling. The school name and address must appear on all notices as well as the date. All letters requiring letterhead must be approved by the principal only.

OBSERVATIONS

Classroom Walkthroughs will be conducted by administration and department heads utilizing the checklist walk through form (CWT) and “look for” checklist. “Not applicable” will be placed by any items that are not available and not within your control. These observations are non evaluative and only for staff development purposes .
Formal observations will be done as needed by administration.

At least one formal (30 minutes) observation will be conducted on all teachers.  A minimum of two will be conducted on probationary teachers, one each semester.
ORDERING OF SUPPLIES
Ordering of all supplies is to be done on the appropriate requisition form by the  team leader and must be turned in to the bookkeeper.

Purchases of supplies made by an individual teacher are not allowed and will not be reimbursed. Any other purchase made without prior written approval will be considered a personal purchase and will not be reimbursed.

All materials and supplies purchased with school or PTA funds become property of the school. Teachers leaving the school or transferring to different grade levels or programs are to leave all materials and supplies in the room they occupied during the school year. 
PARAPROFESSIONALS

Paraprofessionals play a vital role in the instructional process and should be actively involved in the school program. Paraprofessionals will be available to assist teachers in selected programs.
Under the supervision of instructional staff, paraprofessionals assist in the preparation of instructional materials; supervise students in the cafeteria, as well as, arrival and dismissal from school. Their main function, however, is to assist students with skill reinforcement.

Paraprofessionals are not to be solely responsible for classes and must not take small groups outside the view of the classroom teacher. A teacher must be in a supervisory position of his/her class at all times.

PARAPROFESSIONAL MEETINGS
Paraprofessional meetings will be held as needed by the Administration.  The initial meeting will focus on behavior management techniques and student assistance in the classroom. Please feel free to make suggestions of items of concern that you feel should be addressed. Suggestions may be submitted via E-mail or Team Meetings.
PARENT PHONE LINK
The Parent Phone Link will be utilized to communicate weekly with parents by administration and as needed by teachers.
PARENT-TEACHER ASSOCIATION

PTA stands for Parent Teacher Association. In order to keep lines of communication open and to adequately serve the public, the faculty is urged to become a member and to actively participate in PTA. 

Teachers are not automatically PTA members. To belong to the organization, you must pay the required dues. 

PARTIES
Parties are permitted twice a year during the designated times. (Holiday & End of the Year). Any other classroom celebrations must be approved via administration. 
PEER MEDIATION

Peer Mediation is a strategy whereby trained 4th and 5th grade Boulevard Heights students are able to assist their peers in resolving some of their conflicts in a peaceful manner, as opposed to the usual confrontations.  Through the use of discussion and problem solving, the students with conflicts (disputants) are able to effectively create lasting agreements/solutions.  There should always be a follow up to an agreement.  

Statistics reveal an overwhelming success rate for solutions created by the students as opposed to the normal arbitration strategy.  We believe that Boulevard Heights will be favorably impacted by the emphasis on mediating conflicts and the use of desirable social skills by all students and personnel.

Peer mediation will only work if it is used.  Anyone (students, teachers, assistant teachers, administration) can recommend peer mediation for students using a Peer Mediation Request Form.   Conflicts that occur during recess, in the cafeteria, in the classroom, in line etc., are perfect opportunities to recommend students for peer mediation.  Teachers and students will be notified of their peer mediation time by the peer mediation coordinator.

PHYSICAL EDUCATION

The services of a physical education teacher are available.  A scope and sequence of physical activities shall be utilized to best provide services to the students.  The physical education teacher should coordinate activities in conjunction with the classroom curriculum; adapt for special student needs; relate to the school improvement goals; district standards and Sunshine State Frameworks.  

The SBBC “Commit to Fit” initiative is to prevent childhood obesity and Type II diabetes.  This program will be implemented through the physical education program with physical activity being encouraged mainly outside of school.  Additionally, students will be given nutritional information to share with families through the program.  All staff members are asked to assist in teaching students good physical and nutritional habits for healthy living.  

A special "field day" activity will be organized yearly. 

The physical education classroom is the basketball court area and the baseball field area.  It is important for us to teach students to respect these areas as a classroom.  Do not allow students who are going in and out of the building to cross the court or walk through a class participating in physical education on the field area.  Not only is it distracting to the students, but it makes classroom management difficult for the instructor.

Physical education must be offered 150 minutes per week per student and taught by instructional personnel.  The purpose for the 150 minutes per week per student shall emphasize the role of physical education in promoting the knowledge, skills, and attitudes that prepare students to make healthy lifelong nutrition and physical fitness choices.

In this new legislation, physical education is defined as “the development and maintenance of skills related to strength, agility, flexibility, movement, and stamina, including dance; the development of knowledge and skills regarding teamwork and fair play; the development of knowledge and skills regarding nutrition and physical fitness as part of a healthy lifestyle; and the development of positive attitudes regarding sound nutrition and physical activity as a component of personal well-being.”

Classes scheduled for physical education with the PE teacher do not participate in the 150-minute physical education requirement.  There is no recess during regularly scheduled physical education time.

PLAYGROUND  UTILIZATION

Rules and regulations for playground behavior are found in the playground handbook.  Teachers shall review these rules in detail at the beginning of the year and as needed throughout the year.

Physical education is a time when accidents are most likely to happen.  The law requires that students be clearly visible to teachers (no more than 50 feet away).  Students must be actively supervised.  Classes must conduct PE/recess inside when there is a substitute/guest teacher. 
POLICIES

Please read the Code of Ethics, Principles of Professional Conduct and the Standards of Competent Professional Performance. The School Board Handbook is available in the principal’s office. Please be familiar with policies that relate to your position.
PONY MAIL SERVICES

Messages, small items, and school board equipment may be transferred from school to school via the pony mail service.  Special envelopes are available for this purpose in the front office.

POWER FAILURE
If a power failure should occur, the office is to be notified immediately. All students and staff are to stay in their classrooms, remain calm, and open all windows and doors. Every effort will be made to rectify the situation in an expeditious manner. Patience is the key word in these situations.

PROMOTION / RETENTION

Each teacher is responsible for keeping parents informed of pupil progress.  The proper procedure involves:


1. 
Parent-teacher conferences


2.
Written notes to parents


3.
Telephone calls


4. 
Interim reports


5. 
Report cards

It is required that a conference be requested by the school between the teacher and the parent for each child being considered for retention.  Discuss the skills in which the child is deficient and review the program objectives and the educational prescription for remediating the skills. This program should include what the teacher can do in the classroom, and how parents can assist with remediating their child at home.

If the recommendation is for retention and if the parent disagrees with the teacher, a conference shall be held which may include the classroom teacher, team leader, grade level representative, administration, and other staff members selected by the Principal.  The parent shall be invited to attend the conference.  All pertinent information regarding the students’ progress should be shared.  No child is to be recommended for retention without being discussed throughout the year at the Collaborative Problem Solving Team meetings and with parents. 

The policy of our school system is that the total growth of an individual child forms the basis for promotion practices.  It is our responsibility as educators to progress a child to his/her maximum potential.  Recognizing that each child is different and progresses at a different rate helps us understand that they may not all be at the same place at the end of the year.  Careful consideration will be given to each child with regard to retention. 

The No Child Left Behind Act (Policy 600.1)is very clear about the promotion/retention of students.  Be sure you are familiar with this law.  It will be discussed throughout the year at various meetings. Careful review of SB policy 6000.1 can serve as a guide when making retention/promotion decisions.  The professional staff will recommend grade placement. The Principal shall have the final authority for appropriate grade placements of students within the limits of Board Policy and Florida Statutes.
Senate Bill 1956:

Students identified as substantially deficient will be given a year of intense remediation.

An electronic PMP must be written for those identified and must include a strong remediation component and documentation will be part of it. Teachers are expected to implement strategies from the Struggling Readers’ and Struggling Math Chart for remediation and intervention of all below level students.  

Parents are to be notified their child is in this category. They must sign the electronic PMP. 

REFERRAL PROCEDURES

Any teacher desiring to refer a student for special placement or with special problems should follow the steps in the RTI/Comprehensive Problem Solving and Evaluation Process. All Level One and retained students must be referred by May 1st of previous year or by October 1st for newly enrolled students.
Referrals to ESE Gifted Services should be made directly to the ESE specialist. It is the teacher’s responsibility to complete all required referral paperwork in a timely manner, not to exceed two weeks.
REPORT CARDS
Student report cards are to comply with School Board Policy 5104. The assistant principal and team leader will review Pinnacle before report cards are sent home.

An interim report documenting parent notification must be attached for any 3, D, or F.
SPECIAL NOTE:
School Board Policy stipulates that a student must be in attendance twenty-five (25) days in a Broward County School during a quarter in order to receive grades for that period.  Please send home the appropriate memo from administration to parents of students with less than 25 days in attendance.

SAFETY PATROL 

Selected fifth graders make up the Boulevard Heights Safety Patrol.  Each patrol is assigned a specific morning and afternoon duty.  Their responsibility is to assist the school staff with arrival and dismissal procedures as well as hall behavior.  Any question or concerns regarding the Safety Patrol should be directed to the Safety Patrol Coordinator.

SAFETY/SECURITY
Please report any visitors without proper visible authorization to the office. 

Every effort must be made to keep laptops, purses and other valuables secured in classrooms/ cabinets with doors locked when staff is not in the room.
Always lock your classroom/office door each time you exit.  Do not give your classroom key to a student at any time.

Please note: 
All staff members are cautioned not to carry hot liquids while supervising students.

REMINDER:  Smoking is prohibited on campus. 

SAFETY AND SECURITY
Threat Assessment Team:

Any time that a verbal or written threat is made by a student, it is the responsibility of the adult employee who is made aware of the threat to notify the assistant principal.  The assistant principal will notify, and as quickly as possible convene a Threat Assessment Team meeting.  This team will consist of an administrator, a guidance counselor, school psychologist/family counselor/ school social worker, teacher, SIU investigator (if possible), parent and student.
Following SBBC guidelines, the team will make a determination for further follow up.

Crisis Intervention Team:

Unfortunately, there are times when traumatic events occur, such as the death of a student, teacher, a former student, or a well respected community member.  If a situation similar to this arises, notify the principal immediately.  The principal will meet with the team and determine the process for providing services to students and staff.
Visitor Procedures:

Visitors should “check-in” at the “Single Point Entry” and sign in through the Star System.  All school personnel should politely challenge any unfamiliar individuals in the halls of the school or on the school grounds.  Those who have not checked in at the front office should be asked to do so.  Additionally, notify the front office of any unfamiliar individuals on campus.  All visitors must show a photo ID.  
SCHOOL BOARD POLICIES

All staff members should be aware of School Board policies that affect their job.  All School Board policies are located on the website.  All staff members that receive a subpoena relating to a student must notify the principal immediately.  All record requests will be handled through the School Board Attorney’s office.
SCHOOL CANCELLATION/PHONE RELAY
In the event that school will be canceled on a regularly scheduled day due to weather conditions or other emergency situations, the phone relay below will be employed to notify faculty and staff members of the situation.

Principal



 Assistant Principal




Office Manager




Head Custodian

Assistant Principals

Team Leaders/Support/Cafeteria Manager
Office manager


Clerical staff
ESE Specialist


ESE Staff/ ESE Paras
Team Leaders


Teachers

Head Custodian


Custodial Staff

Cafeteria Manager


Cafeteria Staff

SCHOOL ADVISORY COUNCIL

See School Improvement Plan.
A School Advisory Council is in place at Boulevard Heights Elementary School. The team consists of elected parents, teachers, noninstructional staff, community business representatives, and the principal. See the school calendar for scheduled meeting dates and times. The School Advisory Council will meet to discuss the school’s programs, achievements, and goals.

All members are expected to attend. 
SCHOOL UNIFORMS

Mandatory Uniform Policy must be enforced by all staff members.  Please notify administration to report any student out of compliance.

SIGN OUT

Any early departures must be approved in advance by the principal. The assistant principal may approve emergencies only.  Those leaving campus for official school business must complete a Temporary Duty Assignment (TDA). TDAs are to be filled out at least three days in advance and must be signed to be authorized prior to contacting substitute. 
When submitting a TDA, attach the flyer of the meeting describing the event you’d like to attend.

SCHOOL SOCIAL WORKER

A School Board employee who works with attendance and child welfare problems serves our school.  She will investigate truancy and other home problems of students at the request of the school.  Please refer such cases to the guidance counselor and/or Principal.  Complete a referral form via Virtual Counselor.(BASIS)  

STAFF DEVELOPMENT
Professional growth is a continuous process that aligns with the District Strategic Plan. Staff development will be held on early release days, planning days and during faculty meetings as allotted by the contract. All staff members are to attend.  

Staff members receiving TDA's to attend workshops and/or conferences, will be expected to sign up to facilitate a staff development workshop on the newly acquired knowledge/material.  

Teachers must fill out TDA's and have administrative approval PRIOR to attending any workshops etc.  Teachers must be sure a substitute has arrived on campus before attending workshops.  If a sub has not been secured, the teacher must cancel the workshop and return to class.

STUDENT CODE OF CONDUCT BOOK

Teachers are required to sign a verification form and will review the Code of Conduct to familiarize yourself and your students with the stipulations on dress, etc... Please be sure that students have an understanding about what clothing is and is not appropriate. This information must be included in your lesson plans

Refer all students who violate these restrictions to the office. Parents may be asked to bring a change of clothes to school for any student who wears clothing that violates the mandatory uniform policy.
The best way to establish appropriate dress and grooming is to model these behaviors. Though there is no dress code for teachers, you are encouraged to dress in a professional manner.

Inadequate supervision occurs when a teacher supervises more than one class at any time.

Do not put yourself in the position of being liable for a student’s injury by leaving your students unsupervised.  Paraprofessionals may not be left alone with students at any time.  
STUDENT WITHDRAWALS
A child is officially withdrawn from a classroom only upon notification from the registrar, Ms. Chow. At that time, the teacher is to note the withdrawal on his/her attendance record.

The IMT will oversee this procedure to ensure CUM folders are complete prior to sending them out. The IMT is responsible for sending the CUM folder to the receiving school. This includes notations made in teacher roll book.  
The teacher is to perform the following duties and turn items in to the office within five days of notification of official withdrawal.
Cum Folder 

Check the front of the folder for accuracy. Add withdrawal date. Team leaders must review all CUM folders. CUM folders are not to leave without their review.

Notice of Transfer  

Fill in the teacher section of the Notice of Transfer received from the office and return it to the office by the end of that school day.

Report Card  

A copy of the report card is made and filled out for all in-county transfers. The actual report card is filled out in ink for an out-of-county transfer.

SUBSTITUTE PLANS
A specific procedure for sub plans has been established and will be used uniformly throughout the school. These procedures are to be adhered to by all teachers.

· Every procedure used in the classroom is to be included in the folder. Example: Arrival/Dismissal Procedures, Daily Schedule, Lesson Plans, extra handouts.

· Substitute plans must be on teachers desk. 
· Insert a copy of Behavior Plan, lunch time, school map, morning and dismissal procedures.

· The work is to consist of review or skills maintenance work. New information should not be taught by a substitute.

· Please do not schedule computer lab/ laptop cart use.

· Plans are to be updated each time they are used.  If plans are not available, the TEam leader will be notified.
· If not used, the plans are to be updated at least once each grading period.

· The only time the substitute folder will not be used is when there is a preplanned absence and it is possible for the teacher to carefully prepare detailed lessons for the substitute. The office manager is to be notified of this exception to the procedure each time it occurs.

If at any time you feel that a substitute performed unsatisfactorily, please inform the office manager of such. Take into consideration the following when evaluating the performance of a substitute:

· Attendance record

· Adherence to class schedule

· Condition of classroom

· Classroom management

TAKE HOME HANDOUTS

Items placed in mailboxes for distribution to students must receive administrative approval.

TARDIES

Any student arriving after the 8:00 AM repeatedly will be marked tardy. After three arrival to school tardies, if a student continues to be tardy after this parent contact, the teacher must complete a social worker referral. Please note:  teachers are to record tardies in Pinnacle.
TEAM LEADERS
Team Leaders are elected by their own peers and must meet the qualifications identified in the teacher contract.  Duties include working with their grade level to:

· Coordinate distribution of materials, textbooks, and supplies to team members

· Coordinate the needs and textbook inventory for the grade level

· Coordinate grade level expectations for grades, discipline, projects and field trips

· Call and conduct weekly grade level meetings

· Assist in solving problems in a positive manner

· Provide support in parent conferences as needed

· Meet periodically with the principal and report information back to grade level

· Represent their grade level in an advisory capacity to the principal

· Coordinate other responsibilities in relevant areas under the direction of the principal

 Technology 

All staff must maintain assigned technology in an appropriate manner.  Technology must not be relocated.

TEMPORARY DUTY ASSIGNMENT (TDA) 
In the event that a teacher is to perform his/her duties at a location other than his/her regular assignment, that teacher must complete a record of such an assignment. The temporary duty assignment (TDA) is to be completed by the teacher and kept on file in the office. You must secure a sub, if you do not have a sub you are required to stay at work.
Such duty shall include, but is not limited to, workshops, conventions, field trips, and professional improvement visitations. TDAs must be approved by the principal prior to calling sub finder. TDAs are to be approved at least ten days in advance of the change of duty. 

All TDAs presented for approval must have the flyer of the workshop attached, if applicable. Out-of-county TDAs must be submitted fourteen days in advance and submitted to the Area Office. When planning to attend a function that requires a TDA, check with the office manager immediately in regard to the completion of this form. All approved TDAs must be presented with a job number inserted on the top right corner. PLEASE NOTE: If your sub does not show, you must return to work.
Participation in workshops is encouraged. All workshops through inservice must relate to SIP goals and relate to the School Improvement Plan and must be cleared in writing through the principal before the necessary paperwork is submitted.

Assistant principals will submit desired inservice requests to the principal for approval.

A travel voucher and trip report must be used when attending a conference located out of the area requiring reimbursement. Original receipts must be presented along with a travel voucher and trip report forms. A TDA must be on file indicating estimated expenses prior to attending the event.

TESTING

The County test office offers a series of standard tests to be administered at specified dates for purposes of diagnostic and prescriptive evaluation. Instructional personnel will be asked to cooperate with prescribed procedures.  It is the guidance counselor’s responsibility to coordinate testing. It is the teacher’s responsibility to evaluate test results and alter the curriculum so that deficiencies are met for the following year.  Each teacher shall review test-taking strategies for implementation within their classroom throughout the year.  Standardized tests are a part of the teacher evaluation.  In conjunction with the school improvement plan, students will be informally assessed using DAR, Running Reading Records, end of chapter tests, benchmark assessments, etc.  Results will be recorded and submitted to the Principal.  The results of all assessments shall dictate the instructional level and curriculum changes needed to meet the individual needs of all students.  These procedures will be a part of the teachers’ evaluation.  The analysis of these assessments should be reflected in lesson plans through flexible group instruction.  (See lesson plans for further clarification).  

TEXTBOOKS
An inventory will be conducted (2) times each school year. (August and June) Teachers are expected to ensure all books are issued through a numbering system. Each teacher is responsible for an account of all textbooks. Students are to be made aware that they must pay for lost and damaged books. Report lost books to the textbook coordinator and notify the parents. The student who was responsible for the book will be fined.

TORNADO PROCEDURES
Tornado drills should be conducted at least once a year, preferably in February, to familiarize all students and faculty with the procedures.

A. Warning System

Utilizing the intercom system - listen and follow directions.

B. Tornado Warning

1. Intercom message

2. All occupants of the school take position from windows, seated on the floor in a duck and tuck position.
3. Teachers account for every child in the class and maintain quiet.

4. All-clear bell - follow directions given over the intercom.
C. Special Situations

1. Support staff assists in assigned area and take position.

2. Office staff supervises students in office and take position.

3. Support staff direct students in restrooms and halls to a class and take position.

4. PE teacher move all students inside, supervise, direct, and take position.

5. Students in cafeteria carefully take position under tables.

6. Cafeteria staff assists students and take position.

D. Reporting Readiness of Building

An assistant principal will assign support staff members to supervise designated areas on campus.

The main consideration in these procedures is to remain calm and help students remain quiet. Panic will only result in more injury than is necessary. Your first and foremost responsibility is to the safety and well being of the students.

TUTORING POLICY
Maintaining a high quality instructional staff and providing a rich and varied curriculum should minimize the need for individual tutoring. Every effort should be made by the principal and teachers to help the student with educational problems before recommending that parents engage a tutor.

School Board Policy 4202 prohibits a teacher from receiving reimbursement for tutoring a student in any of his/her classes. 

A teacher tutoring a child not in his/her class may not charge a fee if using school facilities or materials for this tutoring and must receive written permission from the principal. This permission may be given by the principal after conferring with the concerned teacher. An exception to this policy is made in regard to music teachers.  Teachers that tutor their own students may not receive payment for services.

UNIVERSAL PRECAUTIONS
All staff members must view a mandatory video. Scheduled dates for viewing will be made available through the office. A sign-off sheet will be available in the front office for signatures.

VANDALISM OR PROPERTY DAMAGE

Each member of the instructional staff should consider that it is his/her responsibility to report any incidents of property damage by students or others so that restitution and repairs will be made. This pertains to the damage of equipment, materials, and furniture, or to the building property.

To help limit vandalism, here are some helpful hints:

· Be sure you lock the classroom door when leaving the room.

· Students should not handle classroom keys.

· No money should be kept in the classroom.

· Do not bring large sums of money to school with you. Purses should be kept secured out of sight, in a desk drawer or file cabinet.

· Notify the main office whenever you see a stranger or older student on school grounds

Virtual Counselor &BASIS
Virtual Counselor is a link from the Data Warehouse that provides access to student data.  It is expected that you access and use the information available to you to tailor instruction to meet the needs of your students.
Student  rosters with test scores should be kept in your plan book.  The data is to be used during lesson planning and also in conferences with students, parents, support staff and administrators.

For assistance, please contact your team leader.
VISITORS
Parents must make an appointment at least 24 hours in advance if they wish to visit your classroom. You must inform the office if a parent is coming to your classroom. The office will not grant “spontaneous visits” by parents. Part of the contractual arrangements between the BTU and the School Board restricts the number of interruptions to the classroom. This requirement of advance arrangements for parent visitations helps us restrict interruptions. Please do not tell parents in conferences, etc. that they can “drop in” unannounced. They will be turned away at the office. All visitors must report to the office before entering the school campus. The office personnel will issue visitors a pass. The office is to be notified immediately of any persons who do not belong on campus.

If a parent comes to your classroom without a pass, ask him/her to return to the office for a pass. If he/she refuses, contact the office. Do not allow the parent into your classroom during school hours without a pass.  At no time are parents allowed to remove a student under your supervision.
VOICEMAIL
All staff members are assigned specific voicemail boxes.  Voicemail MUST be checked at least once a day, as phone messages/calls will be transferred to voicemail during the instructional day. Incoming calls will not be transferred to the classroom during instructional hours, EXCEPT in extenuating circumstances.  Parents will expect a return call within 48 hours of leaving a voicemail.  Staff members must follow procedures in setting up personal greetings by the first day of school. 
All incoming calls will be sent to your voicemail unless you notify the front office staff that you are expecting a call.

VOLUNTEERS
All persons wishing to volunteer their time are to fill out a volunteer information form 
on-line. Teachers will be surveyed to determine needed assistance.  After being assigned a teacher, a schedule suitable to both persons will be worked out. Work done by volunteers is to be coordinated by the classroom teacher. Volunteers are not to teach new concepts, but rather they are to reinforce what the teacher has already taught. Volunteers are never to be left alone to supervise classrooms.

All volunteers are to report to the office before going to the classrooms and sign out before leaving campus.

Many benefits are derived from the work performed by volunteers. They should be treated with the utmost respect and made to feel appreciated.
WEBSITE

The schools’ website will be available to parents for access to monthly newsletters, special announcements, lunch/breakfast menus, etc..  New this year, the School Board in an effort to “go green” the student code of conduct will also be found on our website.
WORKDAY/PLANNING DAY
Workday schedule (regular schedule, unless approval to leave early was given by administration)
Planning day schedule (regular schedule/1 hour for lunch 12:00pm-1:00pm)

WORKERS COMPENSATION

All work related accidents must be reported to the office on the day of the accident. Specific instructions must be followed when calling in any claim and only doctors approved by Worker’s Compensation Insurance can be seen for treatment. Any delayed claim of more than twenty-four (24) hours will not be honored.

All doctor and therapy appointments must be scheduled after working hours.

Worker’s Compensation information can be obtained from the office manager. 
All staff must view the workmen’s compensation video and sign an acknowledgement form.
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