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AJHS Vision
Making connections that promote personal and educational growth in every student.
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CITY   OF   CHAMPIONS


ARTESIA PUBLIC SCHOOLS

MISSION STATEMENT

The mission of the Artesia Public Schools is to develop each individual student toward self-reliance and understanding that he or she can make a difference and can make a worthy contribution to society.  The Artesia Public Schools is responsible for teaching basic competencies to students as they work toward mastery of skills and knowledge.  Our schools are responsible for assisting students acquiring and displaying desirable personal qualities and values.


ARTESIA JUNIOR HIGH SCHOOL CALENDAR 2010-11
August 11...............New Teachers Meeting

August 12-13........... Professional Development Meetings

August 16.............. First Day of School

August 24. . . . . . . .Open House

September 6.............Labor Day

October 11. . . . . . . Columbus Day

October 20. . . . . . . Parent Conference Day

November 24-26......... Thanksgiving

December 14-16..........Semester Exams

December 17.............End of First Semester 

December 20-December 31...Winter Break

January 3...............Classes Resume

January 17..............Martin Luther King, Jr. Day

February 21.............President's Day

March 21-25.............Spring Break

March 16. . . . . . . . Parent Conference Day

April 22. . . . . . . . Spring Interim

May 13..................All Sports Day


May 23-25...............Semester Exams

May 26..................Last Day of School/2nd Sem Ends 

_________________________________________________________________

End of First Grading Period...............October  15


End of Second Grading Period..............December 17


End of First Semester.....................December 17


End of Third Grading Period...............March 11
End of Fourth Grading Period..............May 20
End of Second Semester....................May 26


 
PERSONAL RESPONSIBILITIES

ARRIVAL/DEPARTURE/WORKDAY

All staff members are to arrive at school no later than 8:00 a.m. each day and remain until 3:30 p.m. on Monday thru Friday.  

From 8:10 until classes begin teachers are to be in their classrooms, performing their assigned duties, or preparing for their instructional assignment.  The time before and after school may be used for student conferences, parent conferences, or assigning make-up work.  Give students ample opportunity to use before and after school time to receive extra instruction.


BELL SCHEDULE



Lunch A






Lunch B

  8:17  -  9:08    1st Period


8:17  - 9:08
1st Period

  9:12  - 10:13    2nd Period


9:12  - 10:13
2nd Period

 10:17  - 11:08    3rd Period


10:17 – 11:08
3rd Period

 11:08  - 11:40    Lunch



11:12 – 12:04
4th Period

 11:44  - 12:35    4th period


12:04 – 12:35
Lunch

 12:39  -  1:30    5th Period


12:39 – 1:30
5th Period

  1:34  -  2:25    6th Period


1:34  - 2:25
6th Period

  2:29  -  3:20    7th Period


2:29  - 3:20
7th Period


STAFF ABSENCES

As professionals, teachers should strive to be at work every school day.  In the event a teacher must be absent, the following steps should be followed:

(
All teachers should contact Tammy Perkins at 575 308-8293 for the purpose of obtaining a substitute. Teachers shall not call in for their own substitute.

(
If you know that a substitute is needed during school hours please have the absence approved by Mr. Nuanes and/or Mr. Skinner.   After approval, let the secretary know so she can obtain a substitute for you.

(
Teachers should not arrange for a colleague to "cover" for them for a specific period without the knowledge and approval of Mr. Nuanes or Mr. Skinner.

(
Personal days must be cleared and approved in advance only by Mr. Nuanes.

CLASSIFICATION OF ABSENCES:

SICK:

Personal illness of employee; personal emergencies

such as medical appointments, etc.

EMERGENCY:
Illness of family members; family members' emergencies; funerals, etc.  Emergency leave shall be charged against sick leave reserve.

OFFICIAL:

Attendance at conferences; professional growth;    community service; personal business.  Approval of  such leave is left to the discretion of the principal or superintendent.

UNOFFICIAL:
Employee must pay a full day's pay or the         substitute's pay.

PERSONAL:

Employees may have three (3) days of personal leave each school year.  This leave is not accumulative.  The amount of a substitute's pay will be deducted for each day missed.  




Employees should request leave in writing five 



days in advance if possible.

If a personal leave in excess of (3) days is taken, full day's pay will be deducted.

Leave of absence form must be signed by the teacher upon returning to work.

SUBSTITUTES

A Substitute Teacher folder will be kept in the office for each teacher.  In this folder, you will include the following:

· Seating chart

· Fire drill evacuation procedures and map

· Code Red procedures

· Teacher schedule and duties

· Name of teacher to give assistance with extension 

and location

· a list of books that each class uses

· extra assignments

· any other special instructions

It is extremely important for substitutes to have enough work that will keep students busy.  Do not leave assignments such as videos, “Read Chapter 5,” or “allow students to visit after the assignment.”


APPEARANCE AND PERSONAL BEHAVIOR 

WEAR APPROPRIATE ATTIRE.  You are a professional, and your appearance should reflect that.  A "too casual" appearance may affect the behavior of your students.  DO NOT WEAR SHORTS IN THE CLASSROOM.  

The use of profanity and telling "dirty" jokes is unacceptable in the classroom.

Make every effort to control your actions and language, especially when you are upset.  Refrain from grabbing students unless they are a danger to themselves or others.


ASSIGNED DUTIES

All teachers will be on duty during the school year.  Be sure to check the duty roster.

Be sure that you are at your duty post on time and remain there until it is time to leave.  If you know you will be gone during a duty, it is your responsibility to find someone to cover this duty.

All staff have hall duty during each class change and at the dismissal bell outside your classroom door.   Be sure you are where students can see you.  Do not hesitate to reprimand a student for misbehaving in the halls even if they are not in your class.  It is essential to school discipline that the students are supervised at all times.

Description of Duties

· Bus and Outside (7:35-7:55am & 7:55-8:17am) – Teachers are to be on the front porch outside.  Students should go directly to the playground, unless they have a hall pass, have business in the office, or any other legitimate reason.  Early entrance is left to your discretion.

· Hall and Cafeteria Duties – Teachers on duty in the hallway should keep the lines straight and free of “cutters.”  They should maintain decorum while students are in line.  Inside the dining room, teachers should circulate among the tables and encourage students to clean their areas.
· Outside Lunch Duty – Responsible for entire campus.  Go directly to the playground.  Move around and make sure students are behaving in a proper manner. Do not allow students to go to the porch prior to the bell ringing.

· Bus – Responsible for maintaining proper behavior of students while they are waiting for their bus.

Observe students gathering in groups of three or more, staring and using posturing/body language.  Notify Mr. Nuanes, Mr. Skinner or a counselor so mediation can take place immediately.

COURSE SYLLABUS AND CLASSROOM PROCEDURES

All teachers are to have a course syllabus and classroom procedures to hand out to each student at the beginning of the school year.  A copy of the syllabus and procedures must be turned in to Mr. Nuanes the first week of school.

CLASS CHANGES

Class changes will only be made during the first week of each semester or when it is necessary for educational reasons with parent permission.  Never tell a student that you have or do not have room for him/her in your class.


CLASSROOM MANAGEMENT AND DISCIPLINE

Four important components exist in being an effective classroom manager.  First is constant supervision of students.  A teacher, who remains behind a podium, stands at the chalkboard, or sits at the desk cannot effectively control what happens at a student’s desk in the back of the classroom.  Teachers should constantly move around the classroom and observe what is happening.

Second, students should not be given time to get into trouble.  Keep the students engaged in an activity.

Third, establish routines in your classroom for coming into the classroom, turning in assignments, and other practices.  The first of these routines should include bell work for each student that is posted on the board at the beginning of each class.  Also posted on the board are the daily objectives.  These are school routines and must be followed by each teacher.

Fourth, students should understand that you are going to take care of business.  They must know that you are in control of your own classroom, and you will take the necessary steps to ensure that they do as you expect.

To that end, we have established a school discipline routine for managing minor classroom disturbances.  Document all behavioral problems in memo in Principal’s Aide.
· The student takes care of the problem.  The teacher talks to the student one-on-one about the unacceptable behavior and what is expected.  The teacher gives the student ample opportunity to correct the problem and demonstrate the desired behavior.

· The teacher takes care of the problem.  The teacher calls the parent and relates to the parent the steps that have already been taken to correct the problem.  The teacher explains that he or she has given the student the opportunity to demonstrate good behavior, but that it has not worked.

· The principal takes care of the problem.  When the first two steps of this process have failed, the principal has sufficient evidence to take more drastic steps which include ISS, Saturday School, corporal punishment, suspension, long-term suspension, or expulsion.

The teacher must include documentation on parent contacts and conferences regarding the students’ behavior when it becomes necessary to submit a misconduct form to the office.

DO NOT PUNISH A STUDENT BY TAKING POINTS OFF HIS/HER GRADE.

Any major infraction such as fighting, cursing, drug or weapon possession, gang-related activity must be brought to the office immediately.


ATTENDANCE REPORTING AND STUDENT ATTENDANCE POLICY

Attendance reporting must be accurate.  It is the teacher's responsibility to make sure that all attendance reported to the office is correct.  The office record of attendance is the official record and is the record that will be used in determining student status under the attendance policy.  Therefore, it is essential that all teachers report their attendance carefully.

Attendance Policy for Secondary Schools

Types of Absences

Definition of an Absence- When a student misses more than fifteen (15) minutes of any class period.

Excused Absences- Absences with parent notification to the school that their child will be absent including, but not limited to the following: personal illness, professional appointments that could not be scheduled outside school time, or serious personal and/or family problems. Excused Absences will count toward no credit status.

Unexcused Absences- Absences without parent notification defined but not limited to the following:  personal illness, professional appointments and in-school violations that result in suspension from school. Five (5) unexcused tardies also constitute an unexcused absence. Unexcused Absences will count toward no credit status.

Official Absences- Absences which are school related including, but not limited to: athletic contests, music contests, DECA, county fair, and sanctioned 4H and rodeo activities. Participation in “official” activities are not recorded as school absences and are not recorded toward no-credit status. A student must meet the eligibility requirements of the New Mexico Activities Association for an “official absence” to be granted.

Medical Doctor Excused Absences- Absences with written doctor notification to the school that the student was absent due to a medical appointment or a medical condition of which the student was under a doctor’s care. Doctor Excused absences do not count toward no-credit status.

Court Subpoena Absences- Absences which require a student to be present in a court of law. Court subpoena absences do not count toward no-credit status.

Out of School Suspension- Absences which are levied by the school administrator primarily for disciplinary reasons. A student that has been suspended from school for any reason will receive a grade of 0 for each day of suspension. Out of School Suspension will count toward no credit status.

When Absent from School

State law mandates that children be in attendance during the period when school is in session. Therefore, when a student is absent, the parent shall call the school on or before the day of the absence in order to advise the school as to the reason for the absence if a telephone is available. If a parent does not have access to a phone, either at home or at work, a note will be accepted for verification purposes. All absences not verified by parental or administrative authorization will be considered unexcused. For absences greater than one (1) day in length, the school should be notified each day of the absence.

If a student is absent for three (3) or more successive school days, the school shall contact the student’s parents, legal guardian or custodian by telephone. The school will contact the parent (if possible) no later than the close of school on the school day next succeeding the three-day period. A written notice shall be dispatched if telephone contact has not been made. The provisions of this section do not apply to any absence if the parent, legal guardian or custodian, prior to the end of the three-day period, has contacted the school to explain the absence prior to the end of the three-day period.

All personnel will solicit cooperation from parents in the matter of school attendance and punctuality, particularly in regard to the following:

· The scheduling of medical and dental appointment after school hours except in cases of emergency.

· The scheduling of family vacations during school vacation and recess periods.

Procedures for Notifying Parents of Student Absences
After the third (3rd), fifth (5th) and (7th) absence during the current semester, parents will be notified by a form letter stating the number of the student’s absences. On the 10th absence, a certified letter will be sent home.  On the 11th absence we will attempt to take the parents to court.
When a student receives their tenth (10) absence in any one class, the student will be placed on no-credit status and the parent will be notified by telephone and/or a form letter stating the number of the student’s absences and the appeals procedure.

No Credit Status Policy

“No Credit” Status 

A student will be allowed up to 9 absences per class per semester. On the 10th absence in any one class, the student will be immediately placed on no credit status for that class period. The student will not earn any credit and will receive a grade of “NC” for that class. A parent/guardian will be notified by letter or phone that his/her student is on no credit status for the semester.  If the student obtains 10 absences in all of his/her classes, the student will be on no credit status for the entire school day. The student will not earn any credits and will receive a grade of “NC” for all of his/her classes for that semester.

Absences which do not count towards the 9 allowed absences are as follows: 1) Medical Doctor Excused Absences 2) Official Absences 3) Court Subpoenaed Absences.

Appeal Procedure:


A student and parent/guardian may appeal the no credit status and grade of “NC” at a hearing with the school administration. The hearing will be scheduled by the student and/or parent before the end of the semester. The Principal/Asst. Principal will determine the student’s final status for that semester. The student may appeal the Principal’s decision by submitting a written statement asking for a hearing with the Superintendent of schools. This letter should be submitted within two days of the school’s administrative decision. The Superintendent’s decision may be appealed to the Artesia Board of Education.

Tardy Policy
Definition of a Tardy- Arriving to any one of the seven class periods during the school day after the scheduled tardy bell has rung.

Tardy Policy

A student may be tardy to any one (1) class, four (4) times per nine-week period, and no action will be taken. When a student receives four (4) tardies in any one (1) class, the teacher will send a referral to the office and the school administrator will take appropriate disciplinary action. Additional tardies will result in further disciplinary action taken by the school administrator.

Tardiness of fifteen (15) minutes or more to a class is considered an absence. The teacher shall notify the student when such incidents are recorded as absences.

All office/teacher-caused tardies will be discouraged to the utmost. When unavoidable, a pass will be issued allowing sufficient passage time. Such situations will not be considered tardies.

Five unexcused tardies shall count as an unexcused absence.

Extra Credit for Regular Attendance

Students who maintain consistent and regular attendance will be rewarded at the end of each nine (9) week period with points added to their final nine (9) week grade average as follows:

· Zero (0) to one (1) day absent per nine weeks = four (4) points added to nine (9) weeks final average.

· Two (2) days absent per nine (9) weeks = three (3) points added to nine (9) weeks final grade average.

· Three (3) days absent per nine (9) weeks = two (2) points added to nine (9) weeks final grade average.

Make up Work for Absences

Make up work for absences is the responsibility of the student and will be allowed on the basis of one day for every one missed, not to exceed two weeks. A student who misses only one day on the day of a previously announced test or deadline date will be responsible for making up the work the day he/she returns to school.

Homebound Program

If a student is hospitalized or is out of school due to pregnancy or long-term illness, the student will be placed in the homebound program. The absences that a student accumulates while in the homebound program will not be counted toward the eight (8) absences allowed per semester. A student’s parent or guardian must notify the office within two days after the start of a long-term illness. The principal or assistant principal will determine whether the student should be placed in the homebound program. A student that has been placed in the homebound program must bring a written physician’s statement to the office explaining why the student is unable to attend school.


LESSON PLANS 

Good teaching is achieved only through proper planning, and lesson plans are a must in order to have a quality and thorough instructional program.  Lesson plans should be prepared in advance to insure that necessary materials, equipment, and supplies are available at the time of the lesson.

All staff members are to prepare up-to-date lesson plans. The lesson plans are to be posted on Principal’s Aide each week.  Teachers will save their lessons on a flash drive and turn in the flash drive at the end of the year.
A copy of the Weekly Objectives form will be turned in to the office on Fridays.
INTERNET AND EMAIL

Internet and email services are free and available to all staff members using the classroom computers.  The Internet Usage Agreement form and email request forms are available in the office.


PLEDGE OF ALLEGIANCE

The Pledge of Allegiance shall be recited daily by the students at 10:03am.  Students will have the right to refrain from participation in this recitation due to sectarian, denominational, or conscientious views; however, the exercise of this right may not interfere with the rights of others. 

If students wish to refrain from participation, a written request should be filed with the Principal and a copy given to their second period teacher.


ISSUING OF AND DAMAGE TO TEXTBOOKS

When textbooks are issued, the name of the student, the number of the textbook and the condition of the textbook are to be recorded on the Textbook Inventory Form.  After a period of two weeks, turn in a copy of the Textbook Inventory Form to the office.  Keep the original list for your reference and check in.

If a student loses a book, payment for the lost book must be made before another book can be issued.  However, do not allow a student to go for a long period of time without a textbook.

Students will be required to pay the full replacement cost for any lost textbook or any book damaged in such a way that it is no longer usable.

See appendix for the Textbook Prices and Procedures for fines.

LOCKERS
Encourage students to keep their combination secret.  Every student is assigned a locker.  To open the lockers, students should:

1. turn the dial at least two complete turns to clear the combination

2. turn the dial to the right and stop on the first number

3. turn the dial to the left all the way around, passing the number once and stopping on it the second time

4. turn the dial back to the right to their third number

5. open the locker by lifting the handle

Students should rarely be allowed to go to lockers during class time.

If a student is having a problem getting their locker to open or close, please put in a maintenance request in the office.

LOST AND FOUND

All articles lost should be reported to the office.  All found articles, including books, should be brought to the office.  Do not let articles collect in your room.

STAFF AND STUDENT ACCIDENTS

Report any accident that occurs during school or at school functions to the principal immediately.  An accident form must be completed and turned in to the office within 24 hours.  Safety should be practiced at all times.  Keep your classroom free of any risks to you or your students’ safety.

ACTIVITY TICKETS

Activity tickets for students are $35 for the entire year.  The purchase of an activity ticket is optional.  It will admit a student to all junior high school athletic events, the fall mixer, and entitles the student to a yearbook.  Replacement activity tickets are $5.

Adult activity tickets are $25 for single or $35 for a husband and wife.  This ticket does not include a yearbook.

DETERMINING AND RECORDING GRADES
All teachers will use the following grading scale:

A - Superior       (90-100)

B - Above average  (80-89)

C - Average        (70-79)

D - Below average  (60-69)

F - Failing        ( 0-59)

Grade books will be issued to each teacher.  Students should be given several opportunities in a variety of assignments so that one grade or one assignment would not excessively skew the student’s grades.  Each teacher must give nine weeks and semester tests.  Semester tests count 20% of the semester grade, with each nine weeks counting for 40% each.

All classes will give a semester test.  No early tests may be given. A copy of the semester tests must be turned in to the office prior to the exam.

All daily and weekly grades must be entered into the Principal’s Aide Teacher’s Module by 10am on Monday.  Eligibility reports are printed at that time.  If you fail to enter these grades, the grades will not be valid.  Students who may have improved their grade in your class may still be considered ineligible for the week and will be punished for an inaccurate grade.

Grades are to be given on the basis of class work only, not on the basis of conduct or behavior in the class.  A GRADE SHOULD NOT BE USED AS A MEANS OF DISCIPLINING A STUDENT.  The grades should represent only the student's progress in class.

PROGRESS REPORTS

Students should request progress reports through the office.  Teachers will need to have their grades posted by the following dates:


9/03/10

11/05/10

1/21/11

4/08/11



Progress Reports will be ready for parent review on Parent Aide by the above dates.

Detailed Progress Reports grades are due on:


9/24/10

12/03/10

2/11/11

4/29/11
Detailed Progress Reports will be ready for Parent Aide the following Wednesday

REPORT CARDS

Report cards are issued on Wednesday following the end of each grading period:


10/20/10

1/05/11

3/30/11

5/26/11
 (Parent Conferences)


 (Parent Conferences)

All nine week and exam grades are to be posted in Principal’s Aide Teacher Module by:


10/15/10
12/17/10

3/11/11
5/20/10
5/26/10
ELIGIBILITY

Highest Honors are given to students that receive all “A”s or a GPA of 4.0+.

Honor Roll is given to students that receive two “A”s or more plus a GPA of 3.2-3.9 and no grade below a “B”.

A student must have satisfactorily passed six subjects the preceding nine weeks, be currently passing six subjects throughout the current nine weeks, and have a 2.0 GPA at nine weeks  or semester to participate in sports or other extra-curricular activities.

If an 8th grader is 15 years old before September 1, then he or she is over age for athletics.  Likewise, a 9th grader who is 16 years old before September 1 is over age to participate.

All coaches and activity sponsors will receive eligibility reports each Tuesday.  Anyone not passing six subjects or does not have a 2.0 GPA will not participate that week.


HOMEWORK ASSIGNMENTS

Homework is an integral part of the learning process needed to support, enrich, and/or reinforce topics covered in class.  The amount and type of homework should be matched with the needs and capabilities of students (i.e., homework for definite purpose; quality, not quantity).


CARE OF ROOM AND EQUIPMENT

Each teacher is directly responsible for the care of furniture and equipment in the classroom.  Defacing of tables and desks will not be tolerated.  Should defacement such as writing or marking occur, the person responsible should remove such writing or markings.  

The custodians are responsible for the main portion of cleaning in the classrooms.  However, the teacher should have students pick up paper, pencils, pens, etc. off the floor at the end of each day.  We must all do our part to help make the task of cleaning as easy as possible for the custodians.

If you need to request additional furniture or removal of furniture, and/or assistance in moving items, please make your needs known to the principal or assistant principal, and they will assign the proper individual.

Whenever classroom maintenance needs to be done, make your request known in writing to Mr. Skinner.  

DO NOT REMOVE ANY SCHOOL EQUIPMENT FROM THE BUILDING WITHOUT PRIOR APPROVAL FROM THE PRINCIPAL OR ASSISTANT PRINCIPAL.


HALL PASSES/LEAVING CLASS

Students leaving a class must have a pass or planner signed by the teacher giving him/her permission to be out of class and indicating a destination.  NO STUDENT IS TO BE IN THE HALL DURING CLASS TIME WITHOUT AN OFFICIAL PASS.

If you keep a student or students after class is dismissed or bring a student or students back from a class activity late, you should give each student a pass to class or sign their planner.  If a student comes to your classroom from another class, ask to see the hall pass and/or planner.


CHANNEL ONE and DAILY ANNOUNCEMENTS

Channel One news  and daily announcements will be presented during the last ten minutes of second period (10:05am).  

If you would like an announcement made, write it down and turn it in to the office before the end of 1st period.

It is imperative that you have your 2nd period class quiet and attentive during this time; please emphasize important announcements to your class.


PREPARATION PERIODS 

Preparation periods are designed to give each teacher one period during the school day to work that is related to the classroom.  Such a period should be used primarily for such things as make up tests, planning class work, grading papers, recording grades, conferring with students or parents, or working on extra-curricular responsibilities.  It may also be used for a brief break in the faculty lounge.

If at any time these approved uses of the period require that a teacher leave the campus for a brief period of time, THE TEACHER MUST SIGN OUT IN THE OFFICE BEFORE LEAVING.

If personal emergencies arise requiring a staff member to leave the campus during a conference period or any other time during the school day, the staff member must sign out.


COMMUNICATION WITHIN THE BUILDING

Mail Boxes:  A mail box for each staff member is provided in the teacher's mail room.  Since all in-school communications as well as regular mail is placed in this box, teachers are requested to check their box at least twice each day (suggested times are: before school, during lunch, and at 3:30).  Individuals or professional organizations who wish to use these boxes to disseminate written or printed material may do so only by authorization of the building principal.

Email:
Email will be used to communicate school news and events.  Email needs to be checked on a daily basis.


REQUESTS FOR SUPPLIES AND EQUIPMENT

All supplies and equipment requests for all teachers, clubs, departments, etc. must have prior approval of the principal.  The REQUISITION FORMS must be typed and contain account number(s).  IF ITEMS ARE PURCHASED WITHOUT APPROVAL, THE TEACHER WILL BE RESPONSIBLE FOR THE BILL.

BUILDING USE AT NIGHT OR WEEKENDS

Arrangements must be made with the principal before using the facilities at the junior high school at night or on weekends.  

Teachers are welcome to work in their classrooms any time.

All staff must sign in and out on the clipboard by the alarm pad.  The last staff member to leave the building needs to arm the alarm.

CAFETERIA AND SNACK BAR

The price of a cafeteria ticket is $2.25 for students and $3.50 for teachers.  Breakfast is $1.25 for students and $2.25 for teachers.  Reduced prices for students are $.40 for lunch and $.30 for breakfast.  All meals in the cafeteria will be paid at the time of purchase.  A snack bar is available as well.  Extra milk is $.35 cents.


OFFICE AND VAULT

The office is a place of business.  Please cooperate by allowing

the secretaries to do their work without interruption.

Do not let a student come to the office to use the phone during class time unless it is absolutely necessary.

School related long distance telephone calls need to be made from the office.  The secretaries will keep a log of all calls made.  Mr. Nuanes and Mr. Skinner’s cell phones may also be used for long distance calls.

THE VAULT is to be entered by office personnel only.  However,  all monies collected from clubs, activities, etc. should be turned in to Mrs. Perkins for safe keeping each evening in the vault.  Retrieve the monies each morning.  DO NOT LEAVE MONEY IN YOUR DESK.

CELL PHONES

All staff should refrain from using their cell phone during class time.

Students are not allowed to use their cell phones during the school day. If a student is using his/her cell phone, the teacher should take the cell phone from the student and turn it in to Mr. Nuanes or Mr. Skinner at the end of the class period.  Mr. Nuanes or Mr. Skinner will contact the parent to pick up the phone.

TLC FUND

The TLC fund is established by a $10 voluntary assessment from each staff member at the beginning of the school year.  The funds will be used as follows:

Flowers:

Sent to staff members when hospitalized or in cases

of death of a member of the staff member’s immediate

family (spouse, child, sister, brother, father,

mothers, guardian, or other member living in the

same household)

Card:

Sent when a child is hospitalized or when any other

member of the immediate family dies.  Other special 

occasion cards are sent for weddings and new babies.

Special:

Other occasions might occur when the staff wants to

send something to someone affiliated with our school

(former teacher, another system employee, etc.)


MONEY COLLECTION

When turning in money to the secretary, certain criteria must be met.  These criteria are:

    *Fill out collection envelope with:

DATE

TEACHER

AMOUNT

NAME OF ACCOUNT

ACCOUNT NUMBER

WHAT THE MONEY WAS COLLECTED FOR

    *All CHANGE should be placed in coin wrappers.

                   
KEYS

Keys for the use of teachers are issued by the principal or his designee.  They become the direct responsibility of the person to whom they are issued and must be returned to the office at the end of the school year.  Under no circumstances should keys be loaned to anyone else or duplications made.

           
REFERRALS TO


COUNSELOR, SPEECH THERAPIST, SPECIAL EDUCATION

The counselor is a staff person who serves as liaison between students, teachers, and principals.  He/She assists the staff members in gaining a better understanding of all students.

A student should be referred by the teacher and/or principal to the counselor when it is felt that joint thinking and planning might be more effective in dealing with the student's problem.

EXAMPLES OF REASONS FOR REFERRAL:

    *Educational and vocational guidance

    *Potential dropouts or withdrawals

    *Failures in academic school work

    *Poor attendance

    *Student enrollment and schedule changes

    *Testing--special education, speech

    *Obvious changes in behavior, personality, etc.

    *Student/Parental requests

REFERRAL PROCEDURES:

Referral of a student to the counselor by a teacher may be made in writing.  REFERRAL FORMS WILL BE AVAILABLE IN THE GUIDANCE OFFICE.  A personal conference may be held between the teacher and counselor at this point.

It is necessary for counselors to have the privilege of calling students from class at any time.  However, the counselor will try to avoid interrupting the classroom routine as much as possible.


FIRE DRILLS

Fire drill instruction should be given the first day of class. Fire exit maps should be posted in each classroom.  Students should be instructed as to proper exits from your classroom as well as from hallways, cafeteria, etc. should a fire drill occur in between classes or during the noon hour.

When a fire drill occurs, students are to walk in an orderly fashion to their assigned area.  All doors to the classroom are to be closed.  Teachers should TAKE ATTENDANCE OUTDOORS and return only after the signal to return has been given.

There will be a drill ONCE A WEEK DURING THE FIRST MONTH OF SCHOOL and once a month thereafter.

VISITORS

Adult visitors are always welcome to our school, but they are required to report to the office first to sign in and receive a Visitor name tag.  If you see a visitor without a name tag, ask if they have checked in to the office.  Parents should not interrupt classes for teacher conferences.  

Students are not allowed to bring visitors to school.


EXTRACURRICULAR RESPONSIBILITIES

CLUBS AND ORGANIZATIONS:

Sponsors are responsible for their group and all its activities.  Be sure that students discuss all planning with you because all projects must have your approval before they are undertaken.  THE PRINCIPAL MUST APPROVE ALL PROJECTS BEFORE THEY ARE STARTED.

According to school policies, ALL ACTIVITY ACCOUNTS ARE TO BE DEPOSITED IN A SCHOOL ACCOUNT AND EXPENDITURES MADE WITH PURCHASE ORDERS.  Turn in all monies to the secretary in the proper envelope completely filled in.  The treasurer or sponsor of each club should keep books so that all credits and disbursements of each club can be accounted for.
THE PRINCIPAL MUST APPROVE ALL EXPENDITURES.  TEACHERS WHO COLLECT MONEY FROM STUDENTS MUST WRITE A RECEIPT TO THAT STUDENT. STORE MONEY IN VAULT EACH EVENING.  NEVER LEAVE MONEY IN YOUR DESK.

FUND RAISING AND SALES:

All fund raising activities and sales of any kind must first be approved by the principal.  Forms to request approval are available in the office.  

SCHOOL SPONSORED TRIPS:

Sponsors must obtain prior approval for any activity trip from the principal before informing students about the activity.  Sponsors should plan to take an activities bus for all trips.  If you are taking 14 students or less and school transportation is available, it will be assigned to you.
All travel arrangements connected with school sponsored activities must be made under the direction of the principal or assistant principal.

Any time you take a group of students out of school for any type of trip you MUST submit to the office a list of students involved.  OFFICIAL ABSENCE FORMS ARE AVAILABLE IN THE OFFICE AND MUST BE TURNED IN ONE DAY BEFORE THE PLANNED TRIP.  Students on the official absence form are not to be counted absent and should request their make up work in advance.

A TRAVEL PERMISSION FORM MUST BE FILLED OUT AND APPROVED BY THE PARENT BEFORE THE TRIP.  These forms are also available in the office.

ASSEMBLIES:

Teachers are to sit in the bleachers with the students.  Teachers who are on prep during assemblies are required to help with the supervision of students.

