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Appanoose Elementary School
Ctaff Hahdbook
2011-2012

AcCtivity Supervision

Teachers/Coaches/Sponsors are to maintain adequate supervision on all
activity/field trips/athletic events. Teachers/Coaches/Sponsors should

position themsetves toward the middle ahd/or back of the bus. Durihg

night trips, a light is to remain onh during the entire ride.

After School Detention

At times the most effective measure Of Classroom mahagetment Can be
the after school detention. This affects all members of the family and
signals a need For Close evaluation ahd change within a student.
Geudents may be kept after SChool with a 2¢ hour teacher notice, by
phone or in person, t0 parents. The student will remain under the
assigning teacher’s supervision only. Be sure to document all aFterschool
detentions and sehd a copy to the Office.

Art

Elementary teachers should plan to integrate an art activity into their
curricuium regularly.

Assemblies

Agssemblies are held to enhance student learning and provide exposure to
the fine arts, curricular enhancement, etC... Classes are expected to
give the presenters their uhdivided attention ahd are under the
supervision of their assighed teachers.

Teachers, please do not pring things to work oh during assemblies. Set a
good example of etiquette through modeling. All educCators who do hot
have a “plan titne” during the scheduled event will be on duty.



Agssist Team
Name changed to SIT Teatn; see SIT teah.

Attendance

**CASK Trishal GAttendance [ Luhch Count (recording) / Notes o Office
Attendance will be recorded twice daily GA.M. and P.M.). A.M.
attendance and |uhch count is due In PowerGrade by 8:¢5am daily. P.M.
attendance is due within 4o minutes after returning to Classroom from
(unch. Teachers are responsibie £or keeping acCurate attendance oh
PowerGrade. Attendance records should be verified each quarter to
grade Cards being issued.

Please collect all nhotes t0 office, money, etC... in the A.M. and promptly
sehd it to Pattie.

Beverages (Employees)

Beverages may be taken into Classrooms during Instructional time if they
are placed in an opague Cup Or other container. Soft drink Cans/bottles -
etC... should hot be oh a staff member’s desk wheh students are present.

Beverages (Students)
Water only is allowed in Classrooms during instructional / educational
times. GpeClal events may inClude other healthy beverages like juice. The
fain idea is help students keep their Classrootn Carpets cleah.

Afternooh milkfjuice (purchased and served through the school) is also
okay.

Breakfast Schedule

7:50-8:10  Breakfast Served (1% wave of busses from Appanoose area)

8:10 Students picked up for Class

8:10-8:30 Breakfast Served (2" wave of busses from Pomona area)
Students {eave for Classes as they finish eating

8:20 Couth East doors are secured



8:30 Window closes/Cafeteria is empty
Builetinh Board

Staff members will be assigned a month to display their Classroom art or
work onh the bulletin board by the office. See bulletin board list in
appendix.

Bus Drop-off / Private Vehicle Drop-off Locations
Bus Riders - 1n front Cafeteria side entrance & Intermediate Side
Private Vehicle - Ih front of the Ihtermediate side entrance

Please discuss these safe zones as well as the significance and safety of
using designated pedestrian areas and sidewalks with your students on F
reguiar basis.

Bus Schedule

The supervisor wilt be on P.M. bus duty from 3:00-last kid. He/She will
assist with getting all students where they need to be and (ocating
students who are not on the bus. Please let him/her khow of anything
concerning students and P.M. dismissalftravel changes by 3:00 at the very
latest.

Distnissal tites will be as foliows...
1% shift bus:
3:15 Dismissal — Pomona Shuttle Rjders /Bus leaves at 3:20

3:20 Aon-bus riders (Intermediate side)

2" shife bus:
3:35 Dismissal —-Other bus riders (Appahoose area bus)

*For each bus shift be sure to dismiss students youngest children to
Older children. Younger children (K-2) heed a head start to get oh ahd
settled in the busses.



*Non-bus riders and 2" shife bus will be held in classrooms until the
busses have departed.

*Do hot disiiss students to parents, etC... without a note from the
OffiCe, unless that is their set sChedule as indicated at enrollment.

*Times and procedures may need to be adjusted

All teachers/aldes/paras Who are not with students will be expected to
helb in monitoring the halls, doorways, etC... for safe, well-orgahized
dismissals.

Caring Committee

‘The Caring committee will develop guidelines for gifts, refreshments and
soClal events. A copy of the guidetines will be provided to Staff. At |east
three representatives need o be involved in gathering information. This
group will survey the staff ahd deCide on generally accepted tasks/needs
the SocCial committee will address.

IF EMPLOYEE DUES/FUNDS ARE USED:

*Dues are strongly recommended, but will hot stop someone from being
recoghized at a Crisis point in their lives.

Adl fuhds are to be kept in the Office safe, and accounted for by
comtnittee representatives. A monthly financial statement will need to be
posted in the teacher’s lounge.

Child Care
Children of teachers are welcome to remain in the building during nop-

teaching time. Please be sure they are supervised by ah adult or remain in
your assighed area.



Classroom Manhagement
(Refer t0 the school discipline plah.}

Teachers and or Classrooms are to establish a set of Classroom rules,
expectations, and proCedures. These heed t0O be posted ih the
Classroom, distributed to students (through anh age-appropriate means)
and parents. The rules heed t0 be taught, modeled, reviewed, and
integrated regularly in the Classroom.

Spend adequate tite “uUp front” establishing classroom rules,
expectations, and procedures. The initial titme spent Wil pay dividends
{ater by saving time ahd energy oh preventable behaviors. Well mahaged
Classrooms will spehd more time on aCademics and (ess time on discCipline.

Students may be kept after sChool with a 2¢ hour teacher hotice, by
phone or ih person, to parents. The student will remain uhder the
assigning teaCher’s supervision only. Students may be sent to the office
fOr aCademicC or behaVioral issues only after appropriate documented
teacher interventions have taken place in the Classroom. Parental
contact (by phone or in person) by responsible teacher (same day as
yeferral) is a mandatory expectation if a student is referred to the
Office. These contacts heed to be logged fFor your personal fFiles should
there be disCrepancies.

Teachers may “buddy up” to provide a Change in environment (supervised
recovery time) for students if they wish. Student with behavioral 1IEP’S
will heed to be discCiplined ih strict accordance to their JEP
modifiCations/behavior plan.

In addition t0 normat teaching times, teachers are responsible For
supervising their students during eletnentary computer lab, library,
counselor presentations, and guest presentations. Teachers are to
remaln with students during these times.



Class Schedules
(ACTION ITEM)

Please also carbon copy (CC) the daily schedule to
Pattie .Post the schedule inside your Classroom door for staff metnbers
tO easily [oCate your Class at anytime.

*Be sure to incorporate a daily “Take 10” time in your schedule (Classroot
teachers only). * See Recess

These sCheduies will be combined into one document to provide Office
personnel, custodial, ahd maintehance staff availabitity InfFormation that
IS frequently heeded when answering questions for our public, etc...

Computers / Lab

The last Class Of the day and their supervising teacher are responsible for
l0gging-off and shutting-down lab Computers. *See Comptiter Schedule in
Appendix

Countdowns

Avoid countdowns (holidays, end-of-the-year, etC...) Tt can make it hard
fOr you when students “Check-out” and you still have days to teach. e
Will work to the end of school and expect students to do the same.
Custodial Concerns (Cleanliness of roots)

Discuss areas of concern with your building custodians before they
become an issue (it was probably an oversight). Build a good relationship
with your custodians and they will take Care of you.

Discipline Plan

As printed in student hahdbook.



Duty Day

Duty day for certified staff members is from 7:50am until 3:¢opm (3:30 on
Fridays). Staff meetings will be sCheduled once monthly from 3:30 t0 4:00.
They will be onh the £irst Tuesday of the month. There may be an extra
StaFF meeting here or there, if hew information indicates necessity. T Will
do my best to keep this at a mihimum.

9/6, 1014, 11/1, 12/6, 1/3, 2(7, 3(6, 4/3, 5/1

Duty day for hoh-Certified staff will be assighed individually by the
prinCipal afFter consulting with the employee. Please see me for
confirmation if we haven't tet.

E-Mail

Mahy communications coming £rom the office will be sent via e-mail.
Check your e-mail 3 tinimut Of twice a day. Remember we have ho right
10 privacy in regard t0 e-mail or internet use. Be professional.

Etiquette

Professional etiguette is essential to the effective operation of a
workptace. Keep sotme common sehse approaches in mind as you coexist
with your teammates.

o PiCK Up after Yourself ahd teaCh Your students to do the same

o Respect others needs and attempt to accommodate them when
possible

o Be professional and responsibie

Thereisa§§ 1 that is necessary to maintain
the necessa p rs. When a
problem/misunderstanding/disagreement occurs, please do the following
in order. If the problem is solved it is hot necessary to follow the steps
further. Do hot skip steps...




« Talk t0 the sourCe of your problem before ahyone else. Be
professional and courteous at all times. Seick to the facts and the
problem at hanhd.

o Meet with your itmmediate supervisor along with all other
concerhed parties.

« Individually go to your immediate supervisor to discuss the probiem
further.

o Only after meeting with your supervisor individually and in
confidence, shouid you take your problem to the hext level (her
supervisor). If your problem Is not solved at this point, please feel
free to do 50 in confidence.

« Qverall Advice... “Keep It in the family...” Don’t elevate the |evel
Of Your Concerfy by uhnecessarily involving other people. ] prefer
t0 hot hear about our building Challenges from other building
administrators who picked up something through the “grapevine”.

Emergency (Chain of Command)

13 Cathy Brandt Principal

10 Elementary School| Office (Pattie P.)

566-3392 High SChool/Middie School Principal (Rick Stmith)
566-3396 Superintendent (Dotson Bradbury)

Police (Noh-Emergency Number) (785)
242-3800

Police (Emergency Number} 911

Emergencies (Life Threatening and/or Serious need for Medical
Agteention)

There may be a time where ohe needs t0 make a professional judgment as
t0 whether to use the above chaih of command or to dial 911 direct.
Error on the side of safety.

Faculty Meetings

Faculty meetings Will be held as scheduled by the prinCipal. AS a general
rule we will schedule meetings from (3:30-4:00). Please be on time ahd do



not bring other items to Work on during these meetings. The majority of
information from the office will be communicated through e-hail.

Everyone should record these dates on their Calendars and plan to
attend unless otherwise notified (Certified and classified / teachers,
aides, and paras). On occasion, T will Specify certain groups or grade
levels to discuss specific issues. Others will be excused from the
teeting. T Will send an AES mailing to hotify everyone if there are
Changes. Please notify any aldes or paras working with you when Changes
occur,

Coaches/sponsors will be expected to attend Facuity meetings and new
teacher inservices. (Make arrangements for your responsibilities to be
covered by the head coach or your assistants. CoaChing contracts are
supplemental to teaChing contraCts ahd will be treated as such. You will
be excused early whenhever possible.

x»**Vjeeting Dates...
9/6, 10{4, 11(1, 12/6, 1/3, 2/7, 3(6, 4/3, 5/1

Field Trips
All Field trips wilt be directly rejated to educational outComes. Piease

complete appropriate transportgtion {-‘orsan return them to the
OffiCe at least ten days prior to the trip

Please be
ision.

prepared to have and share your plah for t SUpe

Due to budget constraints, field trips will be somewhat limited but not
discontinued altogether. This Year we Cah have one field trip besides the
traditional Literature Festival and Day at the Fart. Be sure t0 contact
your PTQO representative, they are ready to help plah, supervise and pay
for portions Of your trips.

(oals
ACTION ITEM

Each staff member Will be asked to set |
Choose two of the following related areas:

for the academic year.



1.) A specific targeted area — 2022-2012 - “What is RTT or MTSS & How
Does that Apply to My Classroom?”

2.) Professional growth — 2011-2012 - “SpeCific Strategies to Reach AYP in
My Classrootm”

3.) Professional Growth- 2011-2012 -“SpecCific Strategies t0 Reach AtRjsk
Students in My Classroom”

Please submit a Microsoft Word docutnent (attachiment) Via e-mail B
(Each goal should be writtenh $o that it Cah be read in |ess
than a minute). Take the time to self Mohitor your progress. 1 will Check
with You each semester or gt evaluation time to see how you're
progressing.

It is also important for students to establish goals For their success.
Please help them brain-storm possible goals. Help students to measure
their progress by helping them stay focused oh their goals. We will use
their MAP scores, DRA and CETE web-based assessments for (Goals. Be
Sure to document their goals ahd graph progress. Post in room or hailway.

Grade Reports

Grade Cards are issued each quarter. A percentage grade is recorded as
indicated on respective reports. Please be sure to inClude positive
comments regarding student progress. Remember, each grade card
becomes part of the student’s pertmanent file.

WeeKly grades will be entered in PowerSchoo] as a minimum requirement.
Remembper to fall ho more than three entries behind. Remember that
parents will be monitoring your grading procedures Via PowerSchoo!.
Please be professional in your diligence.

1t is important that the amouht of grades £or each subject gives a good
representation of student performance. There should be at least 9
grades per hihe weeks. '

Geais This protects positive teacher CommuniCation as well as enlists a
possible ally in parents. (The office will also be updated on D's ¢ Fsona
regulay basis. Trish wilt be printing an “all school” Powerschool| report.)
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Gum/Candy

If teaChers distribute gum ip their Classrooms, It should yemain in thelr
Classroom. Gtudents should not be Chewing gutm/eating Candy outside of
that partiCular Classroom. Gum is acceptable on testing days in the
computer (abs.

Hall Supervision

We are all responsible for the hall supervision during the school day.
Remember to supervise students during periods of transition. Being
highly visible is important to manhaging student behavior and safety.
Ctrive to teach your students to be respectful to others during these
tines of transition. (Most Visits t0 the Office occur from busing issues or
a bathroom/ recess inCident,..prevention is key here.)

IEP at a Glanhce

1F you
do hot have this student information, please ask the resource teacher.
These are due to the teacher within a reasonable amount of time (hext
day service is expected for prompthess).

These docutents are Confidential and should be kept in a secure area.

il 50
that specCial student heeds are Clear to Classroom teachers. Ahother
update is due after the September 20* countfadditions.

In-Gervice ¢ Staff Development Days

All teachers, support staff, aldes and paras must attend all in-services
scheduled at Appanoose Elementary ahd subsequent schools of (West
Franklin School District. Exceptions may oCCur £for SpeCific training
inCidents, adminhistration will inforto Special groups if changes in the
normal schedule are to take place.

11



*Everyohe should record these dates oh their Calehdars ahd plan to
attend unless otherwise notified (Certified and Classified / teachers,
aides, and paras). Be sure to plah doctors Visits and other scheduled
absences on days other thanh in-services and staff develophent
afternoons.

Late Arrivals / Tardies

Remetmber to send your (ate students to the office for a pass. (Please
hote whether they are excused or uhexcused, ahd their reason, using
your judgment). This is especCially necessary at the beginnhing of each day
or upon their initial arrival to sChool.

Leaving School

There is a sigh-out/sigh-in fForm in each office if you plan to leave our
Campus during the sChooj day without leave-time being deducted.

*Note -LLunch is twenty minutes £or Certified, classified, and hon-
Classified personnhe| (unless otherwise hoted on titne-Cards). Please be on
time both to and back from tunch...student conduct and [Unch flow is
affected by your timeliness.

There may be exceptions at times, please check with administration.
Lesson Plans

All teachers will prepare weekly lesson plans supporting both district and
state curriculum.

Objectives/skilis/subject matter, etC.., (and necessary prerequisites) that
will be tested on state assessments should be considered a priovity. In
the event that an objective is |isted [oCally but not statewide, it shall not
take priority over state tested objectives.

Be familiar with state and |ocal standards and plah accordingly.

12



Plans for the coming week should be completed and e-mailed Via
attachient to the prinCipal’s OfFice ho later thah 8:00aim the first day of
each school week.

**The first plans are due the week of

Lesson Plan Files shouid be named accordingly. They will be returhed
when Corrections are necessary.

WO 8-30 (Your Last Name)

WO 9-7 tYour Last Name) -Tues. after Labor Day
WO 9-13 (Your Last Name)

WO 9-20 (Your Last Name)

WO 09-27 tYour Last Name)

EtC...

Guided Reading Lesson Plans can be submitted as fojlows:
GR.8-25 (Your Last Name)

Students learnh best when actively involved in the lesson. Teachers are
encouraged to use a Variety of activities when presenting lessohs which
require hahds-on/concrete |earning experiences. **(Integration of
subjects and “real-life” application is favored by your building
administrator.) Copied worksheets anhd workbooks are Valuabie
resotrces but should be linited in hature —or combined with hahds on
activity.

[Lesson plan format should follow effective teaching practices, ahd at a
minitaumm, plans should inctude approximate times, the cohcept to be
taught, the resources used to teach the sKills, a geheral instruction guide
ahd the guided/ independent practice tool (wheh gppropriate). Here is
one example:

« Teview or FlashbaCk t0 previous learhing

e AnhtiCipatory Set —{et Children khow what they will be learhing/set-
up needed background khowledge/ assess what we already know
and waht to kKhow

13



« Modeling -show Children how the skill/objective (00Ks...or doesn’t
lOOK

« Active Instruction- provide materials/knowledge students heed +o
learnh objeCtive/skill *This step is often meshed with modeling

+ (zUided Practice — SCaffoid the learhing process so that students
Canh successfully practice their nhewly learhed sKill (ofteh whole
group or small §roup activities)

« Ihdependent Practice- Assign students to work on their own,.. with
enough sCaffolding to succeed. (This could be the homework.)

» Closure- Summarize together what You have learhed....celebrate
the learning.

Please relember textbooks are a resource, not the curriculum. You are
hot duty bound 0 “Cover” everything in a text. Gtudents are our biggest
guide in coverage. We want them to learh based on their needs (and state
power Standards). Refer to your $pecCifiC curriculum guides as you plan
lessons for the year.

Library Media Center

SChool staff is given the opportuhity to Check out teacher materials,
tnedia equipment, etc... from the library media center. Please check out
items under your hatme when taking them from the library. A professional
resource library is how jocated ih the teacher's workroom. Please use the
CHECKOUT SYSTtem tO enable teachers ¢ Stafr members to jocate materisls
EASIY.

Lunch Count

Lunch count will be entered on PowerSchool no |ater than 8:¢0atm. In
the event PowerSchool Is down, the office will request that You send

Your couht on paper to the office.

In the event of activity or field trips, the Classroom teacher will hotify

the KitChen at least 10 days prior to the aCtivity in writing. Foliow-up the
day before would be advantageous.

14



Lunch Period

Please arrive for [unch and piCk your students up from [unch at assigned
times. It is very important for discipline and |unch flow that the lunch
times are closely adhered +o.

It would be helpful if at least ohe teacher from each grade level were to
assist with [unch duty until we get the students in a routine. This is only
a request.

Lunch Rules

1. Students will arrive on time to lunch and proceed through the line
in @ quiet courteous mahner. Quiet discussion is allowed. (AThisper
voice.)

2. Itis the student’s responsibitity t0 eat & handle food in a proper
manher with utensils and a napkin nearby. It is the teacher’s
responsibility to make Clear what this |00ks and sounds like.
Should a spiil occur, the student should notify either the
custodian or the (unch attendant by raising hisfher hand.

3. Students who are finished eating will be dismissed o CIT in thelr
Classroom’s line along the wall. Students tay quietly (whisper) talk
tO friends next to them. Students will remain sitting in this line.
Teachers will piCK them up promptly at the end of their 20 minute
period.

4. Students wHo Fail to aCccomplish these three rules will receive a
junch ticket/Citation Worth a measure of classroom discCipline. (ie: 1
card pull, a letter pull, etC. )

Maihtehance Requests (building repairs)
If anything is in need of repair, please make a report on the following

{URL, (make a Copy for Yyour records).
http:/fusd287.0rg/forms/maint/

Send your requests to my e-mail. 1 will forward them to the appropriate
people.

15



Mid-tertn ahd Weekly Reports
ACTION ITEM

Anh open line of communication between school and home is essential.
Parents should be Kept infortmed of their child’s progress (positive as well
as hegative). | will be sent home with each student
on Fridays (or the |ast day of the week) for grades three through five.
Grades must be kept current ahd entered/edited weekly.

Kindergarten-second grade teachers should use the red communication
folder to communicate £rom SChool to home.

Money Coliection

All money receipts/coilection should be recorded and turned into the
Office daily. All money should also be kept in [oCked areas while awaiting
deposit. In the event of theft, mohey that is not logged and locked up
will be the responsipility of the person(s) making the collections. In the
event of the personal theft of money, the school will hot be held
responsible.

You are strongly Cautioned to avoid makinhg collections of monhey with the
plan to reimburse, or place an order with g personal check or Credit card.
This is considered a personal transaction and will hot be reimbursed by
the $Chool ih the event Of theft.

As a rule...There should be a paper trail for absolutely all receipts ahd
deposits.

Office Referrals

Students may be sent to the OFfiCe for academic or behavioral issues only
after appropriate documented teacher interventions have takeh piace in
the Classroom. '

1. AN Office referral fortm must be filied out, indicating the flow
through the Classroom mahagement/discipline plan...ie Card pulls
and reasons, or letter |0sses ahd reasons. Specific teacher
attempts to redireCt behavior/aCademic progress should also be

16



hoted. (Jse leveled disCipline plan for options oh teacher response
t0 behaVvior or academic issues.

2. Parental contact (by phone or in person) |
(Same day as referrall is a mandatory expectation If a student is
referred to the office.

3. These contacts need to be (0gged for Your personal files should
there be disCrepancies and the prihcCipal heeds to be notified
promptly wheh the parent contact has been made.

* Gtudents with social issues should be referred t0 the soCial worker or
sChool psychologist. Many times this Will serve to prevent
confliCt/Circumstances severe enough for office Visits.

PTO

PTO is our parent{teaCher organization and is a sighifiCant support
system that assists us in FulFilling student needs. They meet on the first
Wednesday of each month at 6:30 pm. T will be ih attendance. Teacher
partiCipation/input at these meetings is important. A possible rotation
would be my suggestion. ee appendix.

Phones

o Phone Calls should be made during non-student time onty.

o (el phones should be turhed off during the times students are in
Classrooms. Staff should not leave their duties to make or take
Calls on cell phones.

o (lassroom telephones should be used exclusively for intra-school
contacts (ITCM), emergencies, or during planh time (personal calls).

o Ctudents may use Classroom phones to Contact parents on g limited
basis if supervised by Classroom teacher. Please be VERY limited to
reasons for allowing student phone use. Examples of reasons to use
the phone would be to verify an after sChool plan, to explain poor
behavior, to Celebrate an unusual accomplishment.

PLEASE DO NOT ALLOW STUDENTS TO MAKE AFTER.
SCHOOL SOCIAL PLANS ON THE PHONE. IF THE STUDENT
DOES NOT ALREADY HAVE A PLAN BEFORE SCHOOL,

17



THEN THE ANSWER IS NO, YOU CANNOT CALL. A student
making {ate notice plans compounds the secretary's duties as she
then has to Call and verify Changes to the afterschool plah with
both sets of parents. The late afeernoon is a very busy time in the
OffiCe and any unnecessary additions to already heightehed
Communications are inadvisable. If the office is hot hotified of
Changes, this also Causes confusion, because the bus driver radios
in Or a parent Calls for a missing student and the secretary has no
- kKhowledge of where the student is.

Phone Messages

Non- Urgent Calls -Messages or Voice Mails will be taken ahd placed in
your maitbox if the call is during Class time and Is hot an emergency.
Planned calls — (Ex. Doctor, other sighificant appointments that are
difficult to return, etC...) [et the seCretaries know WHo ahd when you
expeCt t0 Call and they will work with you during these times of need.
We do understand these times exist.

Emergency Calls — We will do our very best to immediately contact and
cover your responsibilities for you to take the Call.

Progratns (SChool)

Attehdance at evening sChool programs is an expectation (EX. music
programs, promotioh, open house, parentfteacher conhferences, etc...).
Please checkk the district Catendar £oOr posted events and place them on
Your persohal Calendar. In the event there is a last mihute, uhavoidable
COnflict, teet with the building administrator as soon as possible to
discuss the conflict.

Positive [earhihg Environment
Please use the first two months of sChool to send at [east one specific

positive “Contact” to each student in your Class. This Cah be by note,
planner, phone, or other fort. T guarantee you the effort to relay good

18



news in the beginhing will deliver “10-Fold” in building healthy
relationships with your Classroom families!

Suggested Guidelines for Creating a Positive [earhing Environment...

Teachers —

» ] Wwill react without anger or haste to problem situations

« T Will provide conseqguences that are not punitive but that ailow
the Child to exXperience the results Of a poor choice, enabling him
or her to make better choices in the future.

o Jwill proceed in all situations with the best interest of the child
foremost in my mihd — academic, socCial, and emotional well-being
will be fostered.

e T Will guide students toward personal responsibility and the
decision-making skills they will need to Function in the real world.

« T Wwill arrange consequences £or problem situations in such a way
that the Child will hot be humiliated or demeaned.

o Equal is hot always falr. Conhseqguences may be designed to fit the
problems of individual students, and they may be different even
when problems gopearto be the Same.

o T will make every effort to ensure that, ih each situation, the
students involved understand why they are invoived in
conhsequences. '

o JF1atanytime actor reacCtin g way that a child truly feelsis
unjust, that student need only say to me, “T'n hot sure that's fair.”
1 will arrange a private conference during which the student Can
express to me why he or she feels my actions were not fFair. This
may or may not chahge m course of action. T am always open to
Calfn, rational discussion of any matter.

Teacher Guidelines taken from Jith Fay's [Love ahd [ogic book “Yeah,

but...a salamander is not a £ishi; A Positive School-wide Discipline Plan
Without the Loopholes” Pgs. 51-52.
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Privacy (Student)

Student confidentiality is an absolute must. Your student’s school and
personal lives should not be discussed with anyone hot direct|y related to
or directly serving the student’s educational/personal heeds.

Professional Attire

You belong to g prestigious profession and should present yourself as a
good role model. Dress comfortably and represent Appahoose
Eletmentary SChool and yourself in @ positive light. Jeans are acceptable
on Fridays.

Recess

The following standards are set for recess at both AES and WES...
Kdsg. -40 total miputes two recesses

°°- 40 total mihutes two recesses

2™ - 40 total minutes two recesses

3. 40 total minutes two recesses

4" - 20 total minutes one recess (opposite PE)

59 - 20 total minutes onhe recess (opposite PE)

In addition to these recess times there will be a planhned “Take 10”
activity time. This will be incorporated in the morning arrival titme. The
mornhing duty teacher wil| Facilitate this.

Qutdoor recess Will occur unless it is raining, snowing, or the
temperature/wind chill Is below 30 degrees Fahrenheit. Indoor recess may
be held ih the commons area, old gym or Classroom.

* If the old gym is used, students must occupy only the main gym area.
Other rooms are Off lifits. Teachers must be able to have a Visual
contact with alf students at all times.

Supervision schedule Cah be worked out by grade leve| teachers and
turhed in to the prinCipal. (See schedule in Appendix for recess times)

20



Security Drills

Monthly Fire drilis will occur without hotice to students or Staff. Take
your emnergency proCedure broChure, Class roster and keys when You exit
the building. Walk with your students to assure students are exiting in
ah orderly manner. Gather in your assigned areas. You may get
information Concerning your specific Classroom assignment £rom your
building secretary. Take your keys and grade books with you.

Tornado drilis will oCCur at |east three times during the year. Students
are t0 pbe in assigned areas in a sitting position with their knees drawn up,
heads down, and hands covering their neck. You may get information
concerning your speCific classroom assighment from your building
secretary. Take your keys ahd grade books with you.

All rooms are required to have posted fire and tornado drill maps. ]

Lockdowns (Code yellow) will be practiced occasionally. In the event of a
loCkdown, (ights are to be turhed off, classrootn doors locked, students
hidden from view as best as is possible. At |east ohe window shade
should be {eft partially open. Windows should be closed and locked. No
One should enter or exit a room after it has been secured. Refer to
loCkdown procedure sheet £or details- appendix.

Bomb threats (Code red) will not be openly practiced. In the event 0f 3
bomb threat, students and teachers will exit the building and go to the
ball field area south of the building. Take your keys and grade books with
you.

Qutside doors are to be shut and focked at alf times. The main door,

loCated by the office will remain unlocked for parent access. Tt is your
responsibility to Close windows, doors and shut off lights.
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SIT Team

The official §1T Team Will meet onCe each month to consider
educational interventions for at risk students. Please get the officCial
referral papers from the office. All paper work must be completed and
returned to the office by the (Monday prior to the SIT meeting. We need
tO CopY all information and distribute to SIT teatn members in advance of
the meeting so that alt are well informed.

The CIT Team Wil meet oh the 15t Tuesday of the month to consider
educational plahs for at risk students.
Members of the teatn include but are not limited to...

Nancy Baker, Title Teacher

Cathy Branhdt, PrinCipal

Bonnie Walz, Social Worker

Tommie Edmistsoh, SChool Psychologist
Angie Davey, SPED

Fonda Spencer, SPED

Tracy Norris, SPED

Classroot Teacher

Teachers will attend referrals that pertain to students in their
Classrooms. Reading teachers will also attend if need is influenced by
reading sKil(s.

A schedule is as follows...

9/6, 104, 11/1, 12(6, 1/3, 27, 3/6, 43, 5/1

Meet times...8:30 am

(There is a possibility that the option of using substitutes will nharrow. If
this occurs we will have to meet as the middlefhigh school does...before
school starts.)

Chacks
Teachers may plan “Fat Fridays” (SnaCks) for the conference room ... if

rotations are assigned, please remetmnber to assign Fridays to office,
specials, Title I, Cooks, Custodial and SPED staff.
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Staff Absences (Certified ahd Non-Certified)

Your attendance is Vital to student achievement and retationship. If you
know you are going to be absent, please Complete a Staff leave request as
$OON as YOU are aware of the necessity to be away. In the event of an
iliness, please Call Cathy Brandt between 6:00am and 6:30 amm 1-785-2¢2-
2958. SCheduling appointments as late in the day as possible is
appreciated.

*Ctudent Day

Teachers and students are to be prepared £or |earning to begin at
8:20atn. Students should be picked up from their morhing gathering
areas by 8:10.

x*CpeCial Ed. Paras will be assighed to their students upon arrival at
school. They will be scheduled by Special Ed. Teachers to meet
individual student heeds.

Students should have ah opportunity to put personal items in their
loCkker, get g drink and use the restroom before 8:20am.

The student learhing day will end at 3:15pt due o the 15 bus shift leaving
at 3:20ph).

*Ctudent Plahners

Planners are issued 0 all students in grades 3-5. Students are to use
planners in keeping traCk of daily assightnents. TeaChers will check
plapners daily to ensure students are recording assignments in a manner
which Clearly communiCates assignments to parents.

Priary grades K-2 will be using the red communication folder. Teachers
please check these daily also.

Tardiness
Students who are |ate to your room should have a pass from the office.

Be sure to teaCh your students to get a pass when they are late. (Jtis
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really bad PR for the sChool t0 Call a parent to see why a child is not in
SChoo| and they are sitting in Class.)

Television/DVD{Video (Jse

Teachers are encouraged to use {Jnited Gtreaming. All other videos and
television programs should be previewed and tie directly to the
curriculum. Age appropriate ratings are essential. Oh special
occCasions/reward days You may want to show g DVD, here are our
building’s rating guidelines:
o Anything G may be shown without parent permission
« If You plan to show anything PG you must have written parent
permission before showing it. (Children Who do hot have permission
would have to have an alterhate aCtivity Of equal fun)
o Anything above PG is hot permitted. (Qur oldest Children are only
12, 0 P(G13 is t00 much to 3sk Of all parents involved.)

TextbooKks

Textbooks are a resource desighed to assist in implementing district
Curricufum. They should hot be considered the curricuium. Teachers
Will assigh textbooiks to students and record the humber of the text.
Students are hot tO mark in the textbooks. Books should be returned at
the end of the year in reasohable condition (For the age and previous use
Of the book) or the student/parent Can be charged for the replacement.
Notify administration if books heed to be replaced. Please have the
ISBN number ready For a price Check.

TRevisions
This document will be revised as necessary. Teachers will be notified of

revisions and be given appropriate time for adjustments as deemed
hecessary by the building administration.
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