HANDBOOK FOR FACULTY AND STAFF 

OF

    CHAMBERLAYNE ELEMENTARY 

SCHOOL

[image: image1.jpg]



2010-2011
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My signature below confirms that I have read the complete contents of this  2010-2011 Faculty and Staff Handbook and accept my personal responsibility for compliance. 

         _______________________________________

           Teacher’s Signature                       Date



PHILOSOPHY AND OBJECTIVES

PHILOSOPHY

Chamberlayne Elementary School recognizes that each child is an individual.  It is the goal of the school to provide quality learning experiences for students.  This dedicated team of educators provides a strong educational program which develops attitudes and values necessary for responsible citizenship, challenges students to perform to the best of their abilities, and enhances a sense of self-worth and dignity.

These educators, parents, and community members work as a team to provide a safe and caring environment in which all students can learn.  This team is dedicated to the personal, intellectual, emotional, social, and physical growth of each child during the elementary years.  Students are motivated and encouraged to think critically, apply knowledge, explore individual talents, and take responsibility for their own learning.  It is with commitment and loyalty to all students that we dedicate ourselves to make a positive impact on the future.

OBJECTIVES

The following objectives are compatible with the school’s philosophy.  The faculty and staff will:

_
Instill in students an understanding that learning is a lifelong pursuit.

_
Recognize and encourage responsible behavior through modeling.

_
Help students develop an awareness and appreciation of different cultures and ethnic groups by expanding their knowledge of local, national and international communities.







1

INSTRUCTIONAL PLANNING AND MATERIALS
SUBSTITUTE TEACHER LESSON PLANS

_
When a teacher knows in advance that (s)he will be absent, pertinent lesson plans which provide the continuity of instruction will be left or sent.

_
Teachers are expected to have lesson plans available at the school for the substitute no later than 7:20 a.m.

_
For leave known in advance, keys should be left with the appropriate secretary.

_
The substitute teacher lesson plans shall include:

1.
current class rolls with space for marking attendance;

2.
emergency evacuation procedures

3.
detailed description of lessons and activities with informational background necessary for understanding of lessons;

4.
classroom procedures for the period of absence;

5.
all necessary materials ready for use by the substitute;

6.
plans designed to last the entire instructional day; and

7.
list of children who would be good helpers.

_
These plans will not be accepted over the phone by the school secretary.

SUBSTITUTE  FOLDERS

A substitute folder will be provided by the office.  Emergency lesson plans should be kept  in this folder to be used ONLY in case of an emergency.  An administrator will decide when the emergency lesson plans are to be used.

If a large quantity of material is to be used in an emergency, please indicate in your substitute folder where this material is located in your classroom.  Also notify your grade level chairman of the location.  This folder should be kept up to date at all times.  It should be placed in the top drawer of your desk. 

INSTRUCTIONAL MATERIALS

In planning effective lessons teachers should investigate resources available to them.  A variety of  instructional materials and supplies are available to staff members from the resource teacher, librarian, and other staff members.  Appropriate check-out procedures should be used in securing the use of these materials, and prompt return will assist in making materials available to others in a timely fashion.

COPYRIGHT INFORMATION

Videotapes

Must be used with “face-to-face” teaching activities.  The entire class must be involved in the teaching activity.
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        INSTRUCTIONAL PLANNING AND MATERIALS (continued)

Example: If you purchase a National Geographic video about a topic you are teaching, you can use it with your class as long as you are actively involved (face-to-face instruction) in the video with our class.  Do not sit at your desk and grade papers or record grades during a video.  You cannot give the video you purchased to another teacher to use.  When you loan videos to other teachers, you have taken away the need for those teachers to purchase the video; therefore, the authors and publishing company lose money.

Clip Art

Be very careful.  Computer program clip art should be OK because it was designed and purchased to make documents more appealing.  If using anything from a book, be sure to read the copyright information.

Examples: I can copy an article from a magazine, such as Educational Leadership, and attach it to an update.  However, I cannot compile several articles and use them as a part of the presentation .

I can copy a “cartoon” and put it on the update or use it in a presentation for my staff.  I cannot use it at a PTA meeting, etc.

Computer Software

It is illegal to bring computer software from home to “load” on your computer at school, or to make copies of computer programs at school to use on your computer at home unless permission from the copyright holder is obtained.

Without the revenues software developers earn from additional sales of their products, future advances and upgrades may be slowed or eliminated.

As educators, we are expected to set examples for the students of Henrico County.  We each have the responsibility to honor the license agreements and to be sure we are legally using software.  Making illegal copies exposes Henrico County Public Schools and YOU to LARGE FINES AND PENALTIES.

FIELD TRIPS

In addition to inviting community resources to the school, it is encouraged that instruction include field trips which support and reinforce content.  Advanced planning should include a written proposal which establishes specific objectives, a detailed itinerary, potential cost, chaperones and any other pertinent information.  It is advised that plans be discussed with the resource teacher before formal planning begins.

Field trip applications are located on Virtual Share.  Make certain emergency evacuation information is included with your paperwork.  This evacuation information should be sent home to parents as well.  Please read the guidelines for fieldtrips on Virtual Share as this information changes from year to year.

It is the responsibility of each teacher to fill out all required forms a minimum of six weeks before the scheduled date.  This should be done after initial contact with the resource teacher.  Also, notify the cafeteria manager one week in advance of any field trips where the children will not each lunch at school.







3

INSTRUCTIONAL PLANNING AND MATERIALS (continued)

All students are expected to participate in field trips unless approved by the principal.  Written permission must be received from each parent in order for a child to go on a field trip.  Permission slips should be carefully checked and retained by the teacher and a copy must be submitted to Mrs. Guthrie for her attendance purposes.  Attendance must be taken by each teacher on the day of a field trip.  

Parents/Patrons wishing to be a chaperone on a field trip must complete a Henrico County Public Schools Application for Volunteer Service and submitted to Mrs. Guthrie by the end of the second week of school.

Transportation Report Form - At the conclusion of any field trip using Henrico school buses, the driver will complete a transportation field trip report.  The report is to be signed by the principal/designee.
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SUPERVISION OF STUDENTS

Each teacher is responsible for the supervision of students at all times.  All situations in which students are involved must be properly supervised to ensure that every student’s health, safety, and well-being is protected.  Only in the event of a severe emergency should a colleague’s assistance be sought to provide coverage for students in the absence of their teacher.  If an emergency requires that a teacher or other staff member is away from her/his students for more than five minutes, the office should be notified immediately and appropriate coverage will be arranged.

As it is the responsibility of each teacher to provide supervision to students at all times, it will be expected that each teacher direct, accompany, and control students’ movement to and during every activity and event during the school day.  Students should properly be taught to walk in lines to the right, to refrain from talking, and should move along at the pace set by the teacher when moving as a group.  When a student or small group of students must travel from one area of the building to another unescorted, they must conduct themselves properly.  Students are never to walk by themselves to various locations.  At the very least they should walk in pairs. 

PLAYGROUND SUPERVISION-All students should be in their classroom for dismissal at 1:45 p.m. daily, unless you are at Art, Music, or PE.  No one should be outside for recess between 1:45 p.m. – 2:00 p.m. daily.  Formal physical education instruction is provided by a certified P.E. instructor for every student (Grade 1-5) each week.  It is the responsibility of every classroom teacher to supplement formal P.E. instruction with a planned, directed and supervised program which encourages each student to participate and enjoy involvement in group play and related activities.  A variety of activities should be planned which emphasizes the capabilities and developmental stage of the specific aged child.  

Teachers are to schedule these directed P.E. activities at times which best provide an outlet for expelling energy so that upon the students’ return all will be able to refocus on the intent of the instructional program.  If one needs assistance, contact the P.E. instructor.

While on the playground it is expected that every teacher assume a major supervisory role.  It is expected that all adults assume a station which adequately supervises the total extent of the play area.

SUPERVISION BEFORE AND AFTER SCHOOL

Supervision before and after school is essential to ensure the safe and orderly arrival and departure of our students.  All classrooms are to be open by 7:20 a.m.  Teachers are to let students in the classroom when they arrive.  Students should be engaged in supervised activities upon arrival.  Teachers & safety patrols will be stationed throughout the campus to monitor the students.

Students should only remain after school for good reason.  If a child stays after school for any reason (whether to help, as punishment, or to finish work) you must have parental permission and notify the office.  Arrangements must be made for the child’s transportation.

CLASSROOM SUPERVISION

It is most important that you work out a plan for the supervision of your class when you are out of the room.  The teacher who is near your room will be responsible.  The door should be left open.  The students should also know who is responsible when you are out of the room.  Students are not to be left “in charge” or to take names.
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SUPERVISION OF STUDENTS (continued)

DISCIPLINE

The Code of Student Conduct has been established and is to be implemented in each Henrico County Public School.  A copy will be distributed to each student, and it is the responsibility of each teacher to appropriately acquaint students with its content and expectations during the first week of school.  Each teacher should thoroughly read and understand the Code in its entirety and should specifically read “Teachers’ Responsibilities.”

Teachers should develop and have posted CLASSROOM RULES which have been specifically designed for the age child being taught.  Students should assist in developing these rules.

DISCIPLINE GUIDELINES

_
Student discipline is a primary responsibility of the teacher.

_
The classroom rules must be simple, clear and appropriate.  DO NO MAKE ANY 
 RULES THAT YOU ARE WILLING TO ENFORCE.

_
Be specific regarding your expectations.

_
Specific procedures and routines should be established so students know how to behave during any lesson or lesson transition.  They may include:


1.
what materials are required;


2.
how you get started;


3.
what you must do to complete the assignment;


4.
how and when you take care of broken pencils, trash, and the bathroom;


5.
when it is appropriate to move around the work area why;


6.
how you get help;


7.
how you clean up;


8.
what you do when you are finished.

_
The most important lessons that the teacher will teach during the first two weeks of school are “HOW TO DO THIS” and “HOW TO DO THAT.”  Teach rules as thoroughly as you would teach any lesson, and include modeling and practice in addition to explanation and discussion.  Teach the Code of Conduct.

_
Assistance from the principal’s office will be given in dealing with serious problems.   However, a child needing to come to the office because of his/her behavior must either be accompanied by the teacher or  the teacher should buzz the office so assistance can be given. A discipline form from the teacher stating the problem and the action he/she has taken to correct the problem should be given to administration for documentation.

_
Group punishment is an unacceptable practice.  Know the source of the problem and deal with the source.

_
Punishment work should not be copy work or work which requires considerable repetition.  Students should not be placed outside the classroom without supervision.
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SUPERVISION OF STUDENTS (continued)

_
Henrico County policy states that students should not be kept out of special classes (physical education, art, music, library) as punishment at any time.

_
Do not leave children alone in an unsupervised situation.

_
Do not leave a student in charge.  Another teacher must be in charge in your absence; however, YOU still maintain legal responsibility.

_
Corporal punishment is not used in Henrico County Public Schools (County Policy 6-06-001).  Unacceptable physical or verbal actions such as name calling, negative generalizations, or physical force in any manner related to the correction of student behavior is not permitted.

_
The lowering of grades (County Policy 6-06-006) which a pupil has earned is not a suitable or acceptable punishment for the infraction of rules and such practices shall not be employed.

REMINDER:
A TEACHER SHOULD BE FIRM, FAIR, AND FRIENDLY TO GAIN THE RESPECT OF THE STUDENTS.  Teachers should be professional in every way.  Their actions, language and conversations should be of the highest caliber.

- Resource teachers are responsible for their own discipline.
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STUDENT ASSESSMENT

REPORT CARDS

Achievement is based on the acquisition of knowledge and the ability to apply acquired skills in given situations, involvement, participation, acceptance of responsibilities, etc.  These interpretations should be used when assigning the following ratings. Report cards and Special Ed. progress reports must go home on the designated date.
Kindergarten

S    – Successful Progress

             DV – Developing Towards Successful Progress

              N   - Needs Improvement


Grades 1 & 2

E    -
Excellent progress.   The student demonstrates a clear and total understanding of content and the ability to apply skills in varied learning situations.


S    -
Successfully accomplishes at this time.  The student is meeting established standards and achieving at a level which indicates an understanding and application of specific skills at the assigned level.


DV  -
Developing, but needs further experiences.


N    -
Needs improvement.  The student’s understanding of an application of the specific skills requires further development through practice, application and review.

Grades 3 - 5

A  -
93 - 100 Excellent





B  -
85 - 92   Above average





C  -
77 - 84
 Average





D  -
70 - 76
 Below average






F  -
69 and below - Failing

All subjects, appropriate to that grade level, should be graded every reporting period.  An asterisk (*) must be placed beside the mark, not the subject, if a student is working a year or more below grade level in areas except reading.  In grades 1 - 5, instructional level for reading and math should be indicated on the report card.

A student working a year or more below grade level, should not CONSISTENTLY receive marks of “A” or “B”.  If the level of performance remains above average, a re-evaluation of the instructional level is needed.

Plus (+) or minus (-) must not be used on report cards.  If there is a need to indicate whether a mark is “high” or “low”, include remarks in the comment section of the report card.  Any failures must be signed by the Principal.

Student teachers are not to write comments on a student’s report card unless it is initialed by the regular classroom teacher.

The report card must be signed by the parent or guardian and returned promptly.  The teacher should check each card for signature of parent or guardian and request for conference.  The original copy of each child’s report card is maintained as the grade card and filed in the cumulative folder at the end of the year.  Quarterly assessments will be completed and scores turned in with report cards each marking period.  No Quarterly assessment for KG for the first marking period.
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STUDENT ASSESSMENT (continued)

PROMOTION / RETENTION

_
When a teacher observes a pupil with academic skills deficiencies which may lead to retention, the teacher will consult with the principal and school personnel who have worked with the child.  The teacher will develop strategies for working with the pupil and conduct a conference with the parents to discuss the needs of the pupil.  The teacher will make suggestions to parents so they can assist their child in overcoming the difficulties.  Certain situations may necessitate the use of resources available through the SWAT and/or Child Study Team.

_
A report will be sent to the parents or conference scheduled when a pupil’s academic performance is unsatisfactory.

_
The principal will obtain from each teacher at the end of the first semester a list of those pupils who are experiencing extreme academic difficulty.

_
Data will be collected throughout the school year to support decisions regarding promotion or retention.

_
At least four weeks prior to the end of the school year the teacher and principal will review the progress of those pupils being considered for retention and make a final decision.  A notification of retention letter will be given to the parents no later than three weeks prior to the end of the school year.  A copy of the notification letter will be placed in the pupil’s cumulative folder.

_
Academic performance will be the prime determiner in making a decision as to whether a student should be promoted or retained.  Promotion or retention will be based on what is best for the student.  Additional factors such as ability level; attendance in conjunction with poor classroom performance; chronological age in relation to the normal grade/age group; delayed/advanced physical development; maturity in emotional and social development; and work and study habits will be considered.

The following Academic Performance Guidelines should be used as a basis for determining academic competence for students in mathematics, reading, and other areas of language arts.  (Henrico County Policy)


Kindergarten - Satisfactory completion of readiness skills for reading instruction (readiness book in reading or equivalent skills) and Standards of Learning mathematics objectives for kindergarten.



First Grade - Satisfactory completion of reading primer and Standards of Learning mathematics objectives for first grade.



Second Grade - Satisfactory completion of a 2  book in reading and Standards of Learning mathematics objectives for second grade.



Third Grade - Satisfactory completion of a 3  book in reading and Standards of Learning language arts and mathematics objectives for third grade.



Fourth Grade - Satisfactory completion of a 3  book in reading and Standards of Learning language arts and mathematics objectives for fourth grade.







9

STUDENT ASSESSMENT (continued)


Fifth Grade - Satisfactory completion of a fourth grade book in reading and Standards of Learning language arts and mathematics objectives for fifth grade.

_
Promotion/retention of ESL students will also take into consideration English proficiency and cultural factors.

_
Promotion/retention of special education students will be based on individual education programs and other guidelines developed by the Department of Exceptional Education.

_
Retention in early elementary grades is generally preferable to retention in the later elementary grades.

HOMEWORK (County Policy 7-08-007)

Homework is a learning experience which is to be used as a means of strengthening skills and understanding gained in the classroom.  Homework must reinforce a specific instructional objective.  “NO EXCUSE” policy for failing to do homework.  It must be completed at some time during the following day if not done at home.

_
Homework assignments will be presented to the class in both oral and written form.

_
It is the responsibility of each student to keep an accurate account of all homework assignments given each day and to complete the work assigned.  Students are expected to take pride in their written homework, to complete the work neatly, and to strive for quality in the product submitted.

_
Routine preparation and “study time” should be encouraged and emphasized.  Students should be taught homework habits such as established time and location for study each night.

_
No more than one test should be scheduled on a given day.

_
Limit or refrain from assigning homework when students are involved in standardized testing.

_
Long-term projects may be assigned as homework, but periodic “checks” should be scheduled to ensure that each student is not waiting until the last minute to begin the project.  Each teacher should encourage pleasure reading and should develop strategies which make reading (or being read to) a nightly occurrence.

_
Students who are absent will make up selected homework assignments, at the discretion of the teacher, until a satisfactory level of mastery has been achieved.  Students generally are given the number of days absent plus one to submit make-up work.  Students absent more than three days will be given a proportionate and reasonable amount of time to complete their work.

_
The following indicates the maximum amount of time any child should be involved in doing homework each night.  Modifications of assignments may be required to insure that no student exceeds this limit.  (Henrico County Policy)
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STUDENT ASSESSMENT (continued)


Kindergarten  No specific time allotment; opportunities for reading readiness, enrichment, 



Language awareness, and reviewing daily papers should be encouraged.
Grades 1 & 2
30 minutes per evening


Grade 3
40 minutes per evening


Grades 4 & 5
60 minutes per evening


Homework if assigned on weekends should not exceed the above time allotments.

_
All written homework assignments should be reviewed and checked as soon as possible to ensure immediate feedback to child and teacher.
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PROFESSIONAL QUALITIES

LEAVE

In order to ensure that effective and quality instruction and learning are ongoing, it is necessary that each staff member is consistently available to provide quality service to her/his students.

TEACHERS’ WORK DAY/WORK HOURS

The basic working hours for contractual personnel are from 7:20 a.m. to 2:35 p.m.  The office will be open from 7:15 a.m. to 4:00 p.m.

ATTENDANCE


Faculty meeting days are generally the 1st Wednesday of the month, and leadership meetings will be held the 3rd Wednesday.  Grade level meetings should be held weekly.


Each teacher should arrive and be prepared to begin work by 7:20 a.m.  Teachers may check out at any time after 2:35 p.m.  Exceptions to this can be granted only by the principal.  Teachers are required to sign in and out each day in the notebook placed in the office.  Teachers should not leave campus without signing out in the office.


In the event of an absence call subfinder to secure a sub.  You do not need to call Mrs. Toombs.  She will check subfinder daily.  If you know in advance that you will be out for sick leave you may notify Mrs. Toombs to secure a sub.  She will also secure substitutes for personal leave days and conferences.  A leave form must be filled out.

On any day a teacher is absent due to illness, the school secretary should be called prior to 2:00 p.m. to indicate whether or not he/she plans  to return the following day.  This practice will enable us to secure the same substitute before the close of the school day if necessary.


In the event of an absence, it is the responsibility of each teacher to leave thorough and complete lesson plans for a substitute.  These plans should be left on the teacher’s desk or sent to school and received on the morning of the absence no later than 7:20 a.m.  A substitute folder will be developed by each teacher.  Directions for its completion will be made available to each teacher during the teacher preparation week, and the folder is to be completed by Sept. 17th.


When absent from school, a staff member is required to fill out a “Certificate of Absence”.  It will be placed in the teacher’s mailbox upon his/her return.  It must be completed and returned to the secretary on the day it is received.

In the event extended leave is used for medical purposes, a doctor’s letter accompanied by the teacher’s letter is required for approval.  A doctor’s letter of release is required before a teacher may return to work.

Only in emergencies will a teacher be granted permission to leave school during the day.  Permission can be granted by the principal or her designee only.  Please DO NOT  leave the campus unless you have spoken to the principal.  Staff members are not to leave campus during their lunch period or planning time.  Again, everyone must sign out if they leave for any reason before the end of their contractual day.  
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PROFESSIONAL QUALITIES (continued)

Every effort needs to be made to secure medical and dental appointments after 2:30 p.m.  Teachers are expected to attend after-school meetings when necessary.

OTHER SCHOOL SPONSORED ACTIVITIES


Teachers are expected to attend PTA meetings and if you are unable to attend, you must put it in writing to the Principal, prior to the meeting.  

SICK LEAVE (County Policy 4-08-001)


As a fringe benefit, Henrico County Public Schools allocates 10 days annually to be used for sick leave during the year if such time is needed.


Sick leave may be used in full or half-day units (7:15 - 11:15 / 11:15 - 2:10).


When possible notify the principal three days in advance of medical appointments.

PERSONAL LEAVE

Personal leave may be used in full-day or half-day units with the exception of Fridays when full-day use only shall be applicable.

Arrangements for personal leave shall be made directly with the principal at least  three days in advance of the proposed absence.  Requests for the use of personal leave exceeding three consecutive days must be approved by the Assistant Superintendent for Human Resources.  Approval will be given only if circumstances involve death in the immediate family or an emergency situation as described in this regulation.  You will need to fill out the appropriate form and have it approved at least 3 days in advance.  Mrs. Webb will take care of securing a sub.  Personal leave may not be used in the following instances:


the last contractual day or workday that precedes or the first contractual day or  workday that follows a vacation or holiday;



on the opening or closing day of a school session; and



in the absence of an approved substitute when required.

EMERGENCY LEAVE

Emergency leave which is limited to clearly defined emergency conditions, is applicable on any contractual day if approved in advance by the Assistant Superintendent for Human Resources.  An acceptable reason for emergency leave will result from an unforeseen combination of circumstances which requires immediate attention.


The applicant or his designee, the school or department secretary, shall contact the Assistant Superintendent for Human Resources via telephone to obtain verbal approval for his request.


Written confirmation of the verbal decision then will be submitted by the Assistant Superintendent for Human Resources to the principal.
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PROFESSIONAL QUALITIES (continued)
SCHOOL-RELATED LEAVE (County Policy 4-07-007)


Professionally-related responsibilities may necessitate the need to attend 

educational conferences and.or conventions, visit other schools, or work with your grade level on planning and pacing.  School related leave will be granted by the principal based on the number of days allotted by the county and is intended for professional growth.


Completion of a “School-Related Leave” form is necessary for approval by the principal at least two weeks prior to the event.


Henrico County Public Schools and Chamberlayne Elementary School assume no responsibility for reimbursement unless approved in writing in advance.

MATERNITY LEAVE (County Policy 4-07-002)

A teacher is requested to inform the principal of her pregnancy as early during her medical condition as possible.  It is the teacher’s responsibility to see that all requirements of the Henrico County Public Schools Personnel Office are met.

BEREAVEMENT LEAVE (County Policy 4-08-001)

The Superintendent has recommended and the School Board has approved a new leave benefit entitled “Bereavement Leave.”  This leave will allow an employee to take three consecutive work days for the death of an immediate family member.  In addition, the employee may use two days of sick leave in conjunction with and consecutive to the bereavement leave in cases related to specific family members.  Bereavement leave will not be charged against either annual or sick leave.

JURY DUTY / CIVIL LEAVE

Upon receipt of notification that a teacher is to serve as a juror, he/she should send a letter requesting civil leave to the Assistant Superintendent for Human Resources, along with a copy of the notice.  Each time he/she is required to report for jury duty, a certificate of attendance from the Clerk’s Office should be obtained and sent to the Personnel Office to verify civil leave reported by the school.

All leave policies are a fringe benefit of Henrico County Public Schools.

DUTY ASSIGNMENTS

A list of duty assignments will be distributed during teacher work week. Teachers are expected to be on duty at their doors by 7:20 a.m. If for any reason an individual is unable to fulfill a supervisory duty, it is that individual’s responsibility to secure a replacement.  Please take some initiative in enforcing school rules.
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PROFESSIONAL QUALITIES (continued)
ACCOUNTING PROCEDURES  & BOOKKEEPING RESPONSIBILITIES

The collection of any money for any reason must receive prior approval from the principal.


Any amount of money you receive must be receipted, with the white copy going to the

            student and the yellow copy remaining in your book.  Any amount of money more

than $1.00 must be receipted individually.  When fees or dues are $1.00 or less, a single daily receipt may be written.  In this case a list of students who paid and how much each one paid must be attached to or written on the back of the yellow receipt which stays in the teacher’s book.  The white copy of the activity receipt in this situation remains attached in the book.



Each teacher is responsible for carefully counting money collected each day, totaling daily receipts, and ensuring that the amount collected is in the same amount as receipted.  Money is to be turned in to the office daily.  ALL MONEY IS TO BE TURNED INTO THE FINANCIAL SECRETARY BY TEACHERS NO LATER THAN THE TEACHER’S LUNCH TIME EACH SCHOOL DAY.  When money is deposited with the financial secretary, the deposit will be verified and a receipt will be written.  This receipt should be stapled in the teacher’s book immediately.  It should be stapled on top of the last receipt included in that deposit.


Each teacher will be issued one receipt book which can be used for any type of receipt.  A second book will be issued when the first book is completed.  The teacher’s name must appear on the front cover of each receipt book.  Do not “skip” receipts.  Fill out each receipt in the book in the correct order.


All checks should be carefully screened and only checks written to CHAMBERLAYNE ELEMENTARY SCHOOL are to be accepted and receipted.  Checks should have the student’s name and its purpose written on it to ensure proper receipt.  The teacher’s name should appear in pencil in the upper left-hand corner of the check.  If a check comes in for two or more students, one of whom is not in your room, return the check to the parent with a note asking for separate checks.

Please be sure the front cover of the receipt book is placed behind the yellow receipt when the receipt is being written.

UNDER NO CONDITION should any corrections be made directly on a yellow receipt.


Write receipts only in the book assigned - never in another teacher’s book.


Do not fill in receipt books in advance.


No money is to be left in the classroom at any time.  Do not leave money in the classroom overnight - checks or cash.  Teachers are responsible for all money collected and any money lost or missing.


The office cannot cash checks for students.  If a student has overpaid with a check, change may be given if there is cash in the day’s receipt.  Refer unusual circumstances to the financial secretary.


Students are not to deliver any money - cash or checks.  Money should not be left on the financial secretary’s desk if she is not there to receive it.


Students must keep their receipts to show what they have paid.
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PROFESSIONAL QUALITIES (continued)

All monies received or expended must receive the principal’s approval.  Reimbursements will only be given to those who have received permission prior to spending money.

Payment for student accident insurance will be made directly to the insurance agency.  Teachers will provide insurance information brochures and application forms but will collect no money.


Parents are to be advised that no checks are to be written which would require teachers to use their personal accounts.

Teachers are not to receipt any PTA money in their receipt books.

PURCHASING PROCEDURES
PURCHASE REQUISITIONS


County budget purchases with a value of $100 to $500 require a “Small Purchase Authorization Form” to be used for purchases from one vendor with a value between $100 and $499.  The total order on this form MAY NOT EXCEED $500.  Purchases with a value greater than $500 from one vendor require a “Purchase Requisition Form” to be used.  The “SP    “ numbers for both type of orders will be assigned by the financial secretary.  ALL purchase orders and/or requisitions must be accompanied by a properly addressed PONY envelope and given to the secretary before sending to Central Office.


“Non-incumbered Invoice” forms are used for any purchases less than $100 or for reimbursement to an individual.


When making a purchase from $500 - $5,000, you must obtain telephone bids from three different vendors.  The purchase is then made from the lowest bidder.  The financial secretary will provide you with the telephone bid form and will keep all of these completed forms on file in the office.  For any purchase more than $5,000, you must obtain three written bids.


Any school fund purchase must first be approved by the principal.  The requesting teacher obtains a two-part Purchase Requisition and Order from the financial secretary.  When the form has been completed, it is to be given to the principal for approval.  When the requisition has been initialed, the top (white) copy will be returned to the teacher’s mailbox, indicating approval to purchase.  The financial secretary retains the yellow copy.

VOUCHERS


Any request for a check must be written on a voucher form to be obtained from the financial secretary.  The teacher must fill out the voucher completely and attach the supporting receipts for the purchase.  The teacher or vendor to whom the check is to be written goes on the line “Purchased From                  “.  It is then given to the financial secretary so that the check can be written.

Henrico County Schools are tax exempt.  If the vendor you wish to use does not have a tax exempt form on file, check with the financial secretary to see that this is accomplished.
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PROFESSIONAL QUALITIES (continued)

PROFESSIONAL EXPECTATIONS


It is the responsibility of each teacher to become familiar with the Henrico County Public Schools Policies and Regulations.  All personnel are required to read Chapter 4 of the System Policy Manual.  A copy is available as a reference in the library or from the principal.


Each staff member is expected to conduct oneself in a manner which demands the respect of every student, colleague, and community member.  The highest standards of professionalism are expected of the entire staff in planning for and meeting the needs of every student.  Coffee, soft drinks, etc. should not be brought to assemblies or special programs.

In establishing and maintaining oneself as a model for students, as well as a representative of the staff of Chamberlayne Elementary School, it is suggested that attention and care be given to personal appearance and dress.  Teachers conduct the business of education and are expected to dress in a manner which is appropriate for a professional educator.  Appropriate, professional appearance is expected on all contract days and at all school activities.  As role models for students, staff members need to project a professional image by their attire.  (Jeans, shorts, and sweat pants are unacceptable on regular student school days unless it is a designated “school spirit” day with specific attire to be worn.


No smoking is allowed in the school building.  A smoking area is available within the loading dock area.


The teachers’ lounge and the teachers’ mailboxes are OFF LIMITS TO ALL STUDENTS AT ALL TIMES.  Do not send students to pick up your mail.  Teachers should check their mail in the morning, at lunch, and after school.


Neither Henrico County nor the school are responsible for personal belongings.  Purses and other valuable items should be secured appropriately.


It is customary that each staff member pay social dues.  The amount will be determined annually and will be used for flowers, remembrance cards, faculty socials, etc.

            

Teachers are expected to attend all faculty meetings and grade-level meetings.



Teachers are expected to attend PTA meetings.  If you must be absent please see the Principal in advance.  The PTA is very supportive of our school programs and in return expects the same.
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POLICIES AND PROCEDURES

This section focuses on general policies and procedures of Chamberlayne Elementary School and Henrico County Schools.  Topics are arranged in alphabetical order.

ANNOUNCEMENTS

PUBLIC ADDRESS ANNOUNCEMENTS

The public address system is to be used by a principal or by others with prior approval by the principal.  Public address announcements will be made at the beginning of the school day.  Other announcements of an emergency nature may be made during the day.  The principal will conduct afternoon announcements at the close of the day.

MORNING ANNOUNCEMENTS

The resource teacher will coordinate the morning announcements.  These announcements will include the daily menu, the Pledge of Allegiance, a patriotic song, and other important information.

ASSEMBLIES AND OTHER SPECIAL ACTIVITIES

Assemblies and other special educational activities are considered to be important elements of the instructional day.  Assembly programs are planned for the purpose of providing a wide range of experiences for students and to convey instructional and administrative information to a larger group of students.

ASSEMBLIES

Scheduled assembly programs will be announced and should be placed on your planning calendars.

-  Each teacher is expected to bring her/his class to the announced location at the proper time or in some instances wait until the grade level is called.

_
Each teacher is responsible for seating each student as directed and remaining with his/her class.
_
Each teacher should conduct classroom discussions which emphasize and clearly establish appropriate assembly behavior.

_
Each teacher is to sit with her/his class and supervise her/his class throughout the entire program.  Teachers should lead their students by example.  The best way to ensure proper behavior is to demand and give full attention to the presentation. If the assembly falls during a resource then the resource teacher will take the students to the assembly.  The teacher should return to supervise his/her class at the end of the resource period time so the resource teacher can follow his/her normal schedule. 
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POLICIES AND PROCEDURES (continued)

_
Other available staff members are expected to provide additional supervision during assemblies and other special programs.

_
At the conclusion of the program, each class will be dismissed individually.

_
Until dismissal, students are expected to remain seated and at the indicated time are to exit without talking.

OTHER SPECIAL ACTIVITIES

Each teacher and grade level team are encouraged to expand the learning experiences of the classroom.  Activities which would be appropriate to share with other classes should be proposed to, approved by, and scheduled with the principal.

Careful attention should be given to planning in the event a “recreational” video is shown.  There is educational value in most videos, but within your instructional presentation, our objectives should be clearly stated and understood.  Care should be taken to select materials that support and reinforce the SOL / Essentials.  Please refer to the copyright regulations on page 3.1of this handbook before showing any videotape.

When more than one class of children views a video it is expected that each teacher remain to support the teacher who is primarily responsible for instruction.

ATTENDANCE PROCEDURES/STUDENTS

It is expected that each student attend school every day.  It is the responsibility of every staff member to emphasize and encourage good attendance.

Bell rings at 7:50. Initiate Mac School Attendance.  Any child entering class after 7:50 will be marked tardy.  No student should be allowed to enter after 7:50 without a tardy slip. 

Once Mac School Attendance is initiated, each teacher will take attendance and will mark any student absent.  If they are tardy and are in class with a tardy slip you may also mark them tardy on Mac School.  If they do not have a tardy slip when they enter class, you will need to send them back to the office to obtain a tardy slip.

ATTENDANCE MUST BE COMPLETED ON MAC SCHOOL using your i-book.  NO LATER THAN 8:00 A.M.  If Mac School Attendance is down, you will need to send your classroom attendance to the Office in a folder with your name and room number on it.  Each teacher is responsible for collecting notes from parents when a student is going to be absent (ex.  Out of town, doctors appointment, funeral, etc.) or has been absent and a note is sent.  

These notes should be sent to the office after attendance is taken on a daily basis.  The secretary in charge of attendance will call the parent or guardian to verify the absence once Mac School Attendance is taken.


If a student arrives in class after the late bell he/she should enter by way of the office and appropriate adjustments will be made to the attendance.  The child will be sent to class with a pass from the office.


Each teacher is responsible for collecting notes from parents when a student returns to school after being absent.  They should be sent to the office ASAP.
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POLICIES AND PROCEDURES (continued)
All written requests for early dismissals and bus modifications should be sent to the office on the day they are received.  A child who has an early dismissal is to remain in the classroom until the parent/guardian arrives at school.  At that time, the parent will be required to sign the child out in the office, and the child will be called for by intercom.


The secretary will contact the parent/guardian of a child who is not in school.  In the event a parent has made contact with the classroom teacher before an expected or planned absence, this information or the parent’s note should be forwarded to the office.

According to the Code of Virginia, contact must be made with the home on the first day of absence.  Encourage parents to call school by 8:30 a.m. when a child is absent.

Beginning the second week of school, attendance must be taken by 8:15 a.m. each day using the MacSchool program.  If there are no students absent in your class, mark the first student in your list as “Attendance Taken”, if that student is absent, mark the next student Attendance Taken.  If a student is absent, he/she should be marked “Absent”.

When the student returns to your class, please check to see if there is a note for the absence.  If so, the note should be sent to the the office so that we can put the information on MacSchool. After we have called the parents of children who are absent, we will enter the comment into MacSchool.  

Whenever a student is excessively tardy or absent, teachers should contact the parents to discuss the situation.  If tardies and/or absences continue, please notify the school counselor and the principal.  The following Henrico County attendance policies regarding absences will be followed:

When a student is absent from school, parents should notify the school through a note or phone call.   If a parent does not contact the school, the Attendance Secretary will attempt to contact the parent on the day of absence.  The Attendance Secretary will document “Absent” (excused) or “Absent-U” (unexcused) and the reason for the absence.  If the parent does not call and is unable to be contacted, the absence will be considered unexcused until the school is contacted.

PRE-INTAKE: (22.1-258)
Upon the 5th unexcused absence:

· The attendance secretary will print a copy of the students individualized attendance record and distribute a copy to the school social worker.

· The school social worker will make a reasonable effort to ensure direct contact with the parent, either in person or through telephone, to secure an explanation for the juvenile’s absence and to explain to the parent the consequences of continued nonattendance.

· The school social worker will jointly develop a plan with the parents to resolve the juvenile’s nonattendance, including documentation of the reasons for the juvenile’s nonattendance.

Upon the 6th unexcused absence, the school will:

· The attendance secretary will print a copy of the student’s individualized attendance record and distribute a copy to the school social work supervisor.

· The school social work supervisor will notify the Commonwealth Attorney’s Office.  The Commonwealth Attorney’s Office will send a letter to parents that outline the law and the importance of school attendance.

· Schedule a school conference with the family within 10 school days with the conference being held no later than 15 school days after the 6th absence.
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POLICIES AND PROCEDURES (continued)
· The school social worker will secure parental and juvenile signature on the Confidentiality form and Substance Abuse Confidentiality form (when necessary) giving them permission to share information with the committee.  The appropriate school personnel may charge any parents who do not cooperate for failure to comply with Section 22.1-258.

Upon the 7th unexcused absence, the school will:

· The attendance secretary will print a copy of the student’s individualized attendance record and distribute a copy to the school social worker.

· The school social worker will file a complaint with the CSU Intake Department provided that the steps for the 5th and 6th unexcused absence have been completed.

· The school social worker will provide documentation that all community non-judicial resources have been exhausted.

· The Intake Department and school social worker will notify both parents at their last known address of the filing for the complaint in the event that both parents have been awarded joint custody pursuant to Section 20-124.2, and the school has received notice of such order.

INTAKE/SCHOOL: (16.1-260)

1. If Intake determines there is insufficient probable cause to file a truancy petition they will refer the family, by approved letter, to contact the school social worker regarding further services.  A copy of this letter will be sent to the School Social Worker.

2. The School Social Work Supervisor will bring all necessary paper work to Intake on Tuesdays for those cases to be staffed the following week.

3. Intake will determine that all documentation is in order prior to a petition being filed.

· A copy of the attendance chart, including reasons for nonattendance and documented parental contacts.

· A copy of the plan developed with the parents to resolve juvenile’s nonattendance problems.

· A completed copy of the CHINS/Truant Form that provides documentation that the petitioner and the juvenile have utilized or attempted to utilize available community treatment and services and have exhausted all appropriate and available non-judicial remedies.

· A completed copy of the CSU Juvenile Face Sheet.

4. Intake will obtain the court date from the Clerk’s Office.  Intake shall provide paperwork to the Clerk’s Office the Wednesday following the receipt of necessary paperwork from the School Social Work Supervisor.

5. The Clerk’s Office will set the court date within 2 weeks of receipt of completed petitions from Intake.

6. The Social Work Supervisor will provide committee members one week ahead of the scheduled HCICTRC meeting the names of those juveniles where petitions have been filed to allow those participating agencies an opportunity to check on any agency involvement.
Plan of Action for Unexcused Tardies:
3 unexcused
-
teacher calls

5 unexcused
-
guidance calls

10 unexcused
-
principal calls and sends letter

15 unexcused
-
social worker calls or sends letter

20 unexcused
-
tardy plan is completed

25 unexcused
-
child study is held for habitual attendance problems

When you receive a new student, that child’s information will be on MacSchool.
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POLICIES AND PROCEDURES (continued)
DISMISSAL- Begins at approximately 1:55 p.m. each day with the exception of

 students who ride the special education buses.  Those students should be escorted to their

 buses at 1:45 PM.  


 1:55 PM  The principal will conduct afternoon announcements.  

              2:00 PM  The  bell sounds for all walkers, car riders, and van riders.  All K-2 bus riders will be dismissed at that time as well.  K-2 car riders and van riders will be escorted to their locations by designated personnel.   K-2 teachers will walk their students to the bus loop and confirm with a staff person on duty that all students are accounted for. 

        
2:05 PM   The bell sounds for all 3rd – 5th grade bus students.  Teachers will walk their students to the bus ramp and confirm with a staff person on duty that all students are accounted for. 

BUDGET PROCESS
The budget process at the school level begins in late September or early October.  Each school receives forms from the Department of Instruction as well as Construction and Maintenance.  Instruction includes separate requests for Elementary Education, Exceptional Education, Guidance, Audiovisual Materials and Library Services.  In addition, additional personnel may be requested at this time.

It is at this point that teachers are asked to submit items they feel should be included in the budget.  Many of the schools’ requests are made up of items submitted by teachers.  Not all requests are submitted with the budget, all are considered.  Teachers should have a place to jot down ideas for the  budget as they occur.  Some materials or equipment are only used at certain points, but are essential at that time.  Unless they are noted, it is easy to forget them when budget suggestions are submitted.

After all budget suggestions are received, it is the principal’s responsibility to condense them into final form.  An effort is made to include everything that is practical and financially feasible.  The budget then goes to the various departments of the Central Office where it is reviewed.  Each department has target budget allocations that cannot be exceeded; therefore, it is decision time for each one.  Each department must include those items it feels are most essential.

When budget items are submitted, each must be fully justified in writing.  Therefore, it is extremely helpful if justification is provided with the submitted proposals.  Why an item is needed, request.  Often a worn or damaged item may need replacement, and in that case, the justification 

simply needs to reflect that information.  After each department prepares a budget, it is required to defend it before the appropriate assistant superintendent.  Changes are very likely at this time.  The budget is then presented to the superintendent who may make further changes.  The superintendent then presents the budget to the School Board.

The School Board hears presentations from each department, holds public hearings, and scrutinizes the budget.  After the budget passes, it goes to the Board of Supervisors who will look at broad sums of money and not at individual items.  If funds are cut, the School Board will find it necessary to reduce the budget.

Following these procedures, if particular items are included in the final budget, the principal will be informed in writing in early June.  Budget preparation and adoption is a lengthy, involved process; however, do not be discouraged.  The way to fill a need is to recognize that need and make a request, and teachers and staff are an important link in this chain.  All items requested are not approved, but if they aren’t requested, they will never be approved.
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POLICIES AND PROCEDURES (continued)

BULLETIN BOARDS / DISPLAY CASES

It is the responsibility of each teacher to display student work whenever appropriate.  Each classroom has bulletin boards which should be updated or modified regularly and must reflect the instructional programs and curriculum.  As well, teachers are encouraged to explore and utilize other display spaces in the school and community to exhibit students’ work in a creative and tasteful manner.  Deliberate care to ensure personal safety should be taken when putting student work on display.  It is advised that chairs, desks, etc. should not be use in place of step stools or ladders.  Windows and classroom doors should never be covered or blocked.  If it is necessary for police to respond to an alarm, they need to see what they are approaching.

CAFETERIA PROCEDURES

The lunch program should be a part of the total educational program and attention should be directed towards developing desirable habits and manners.

Lunch tickets will be on sale on Mondays in the cafeteria from 7:30 a.m. to 7:55 a.m.  Students who are absent on Monday should be sent to the cafeteria manager between 8:30 a.m. and 10:00 a.m. on their  first day of return to school.

Snacks and ice cream should be purchased as the children are going through the lunch line.  No snack item may be purchased and eaten as LUNCH.  They are to be bought to complement the school lunch or lunches brought from home.

Teachers are to bring their students to the cafeteria and seat them at their assigned table.  The cafeteria monitors will supervise the class.  Teachers are to pick up students from the tables.  It will be the teachers’ responsibility to have the students at the cafeteria at the correct time and pick them up on time.  Children should have their money in hand to be ready to present to the cashier.  If you bring your class to lunch late, you will still pick them up at your scheduled time.  If the cafeteria line in backed up you will be called to delay your class.  In this case you will have the allotted 30 minutes.  It is important that the teacher use a system to help students remember their lunch account number.  


Teachers will be expected to sit with classes during the first week of school and the final week    
of school to teach and reinforce good table manners and acceptable behavior.

 TEACHER REMINDERS

_
Pick up your class  promptly.

_
Review cafeteria rules periodically.

--
Make certain they know their lunch number

             Feel comfortable joining your class for lunch whenever you wish.

· Assign table monitors

STUDENT REMINDERS

· Enter the cafeteria quietly.  No running at any time.

· Be seated at assigned class tables.  NO SAVING SEATS, PLEASE.

· Whisper ONLY!  Soft quiet talking will be allowed until this privilege is abused.

· Respect others at all times.

· Stay seated at all times until your table is dismissed for clean-up.  

· Check floor, chairs, and table tops for trash and place the trash in cans.
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POLICIES AND PROCEDURES (continued)

CARE OF FACILITIES AND SCHOOL GROUNDS

The proper care and maintenance of all facilities and grounds is the responsibility of every student, faculty and staff member.  A development and understanding of school pride will encourage the student to respect and care for the school and its facilities.  Each teacher is expected to underscore the importance of this care and establish expectations which require that every student respect all school property.

· Desks should be cleaned on a regular basis, and all trash should be disposed of in the proper manner.  Students should be directed to keep the floors of room and halls clean.  Serious abuse, damaged equipment, and/or vandalism should be reported to the office immediately.

· A few minutes should be provided at the close of the school day to allow children to straighten their personal effects, their books and desks, and arrange the room neatly in preparation for the next day.

· The heating and cooling system of the building is controlled by Construction and Maintenance.  Any severe problems should be reported to the office and appropriate corrective steps will be initiated by the principal.

· Any unsafe area within the school or on the grounds should be secured immediately and reported to the office.  Students should be kept away from an unsafe or potentially dangerous area.

· Classroom lights and all equipment should be turned off and the door closed when a classroom is not in use.  Each teacher is responsible for securing all windows and turning off classroom lights at the close of each day.

· Students may not move audiovisual or computer equipment throughout the school.

· Teachers will unlock and lock their classrooms each day.  Due to fire regulations, classroom doors are not to be propped open during the student day.



            Do not hang anything from light fixtures or on venetian blinds.

· Faculty, staff members, and students shall make a concerted effort to effectively use and conserve natural resources.  This can be achieved through energy conservation and the recycling of paper.  Dealing with energy usage and conservation shall be an instructional experience in each classroom throughout the year.

MAINTENANCE PROCEDURES

Maintenance request forms are available in the office  and in a mailbox slot. Teachers should be very specific in their maintenance requests.  These forms are to be given to the principal who will assign the task.
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POLICIES AND PROCEDURES (continued

USE OF FACILITIES

All facilities at Chamberlayne may be made available to the community upon approval by the principal or her designee.

· Proper advance planning will be made with the principal to avoid conflicts in building use.

· Specific requests for the use of any facility will be directed to the principal.

· Faculty and staff requesting use of any facility at Chamberlayne must fill out  the proper “Use of Facility” form for clearance.

KEYS

Classrooms are to be locked at all times.  All room and entrance keys that are issued to faculty and staff members become the complete responsibility of that individual.  Staff members can be held financially responsible for replacement of locks and keys.  In cases of lost or stolen keys, the principal should be notified immediately.

· When it is deemed necessary to use school facilities when the security system is normally functional, prior approval must be secured from the principal.  Proper operation of the system is the responsibility of the person seeking approval through the principal.

· Under no circumstances are students allowed to use school keys unless approval has been obtained from the principal.

· Do not leave your keys where they can be easily seen, such as in your doorknob or on your desk.

· ALL keys are to be returned at the end of the year.
CHANGE OF NAME OR ADDRESS

In the event that your name, address and/or telephone number changes during the year, please notify the office immediately.  You will also be required to complete a “Change of Name or Address” form to be submitted to central office personnel.

CHILD ABUSE AND NEGLECT


(Henrico County Policy 6-09-012) – It is the teacher’s responsibility to report suspected child abuse and/or neglect to the principal.  Teachers and staff are legally responsible for reporting suspected cases of child abuse or neglect.  If child abuse or neglect is suspected, it should be brought to the attention of 

the principal or guidance counselor.  A decision will be made at that time whether or not the case should be reported to the Henrico County Department of Protective Services.

CLINIC SERVICES

The clinic and clinic attendant are available to any student and staff member who experiences any injury or becomes ill at school.  First aid assistance is available, and when a situation is evaluated as needing more professional medical attention, the rescue squad will be called.

Teachers need to screen and send only those students to the clinic who are truly in need of attention.  If a student becomes chronic about the need to go to the clinic, the teacher should contact the parent or guardian to determine a plan of action which will identify and address the problem.
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POLICIES AND PROCEDURES (continued

Students who are sent to the clinic must have a pass unless there is an emergency situation or the student is hurt on the playground.  In emergency situations (e.g. vomiting, fainting, seizures) the office must be notified.  Each grade level has an assigned walkie talkie to communicate from the playground.

The clinic attendant will assess the student’s complaint and will determine how to address it.  The child will return to class unless it is deemed necessary to contact the parents and send the student home.  Children exhibiting significant temperatures/fevers will not be allowed to remain in the clinic for lengthy periods of time but will be sent home for proper attention.  A student should not be sent to the office in order to telephone parents when not feeling well.

The clinic attendant will assess the student’s complaint and will determine how to address it.  The child will return to class unless it is deemed necessary to contact the parents and send the student home.  Children exhibiting significant temperatures/fevers will not be allowed to remain in the clinic for lengthy periods of time but will be sent home for proper attention.  A student should not be sent to the office in order to telephone parents when not feeling well.

The clinic attendant administers prescribed and over-the-counter medications upon written parental request.  Only authorized personnel may administer medication.

Teachers should be attentive to “chronically ill” students who come down with an ailment just before a test, etc.  The counselor should be made aware of this observation in order to work with the student.  A teacher ‘s review of the cumulative records of his/her students helps to indicate individual health problems.

*  The clinic refridgerator is for medicine only.  Teachers should not use the clinic refridgerator for personal use. 

COMMUNICATIONS

Community involvement and support is encouraged and can make a strong and positive impact on the success of the school’s public image, reputation, and effectiveness.  It is each teacher’s responsibility to establish a consistent, frequent, and informative link with the home of each student.  It is advised that a log be maintained of parental contacts which briefly describes the purpose and content of any communication.  Keep parents informed of any difficulties or concerns that may arise as well as positive achievements and progress.  They have a right to know about their child.

Teachers should contact each student’s parent early in the school year with a positive message to establish a line communication.  Well-organized class newsletters to keep parents informed of activities and curriculum are strongly encouraged.  All communications to parents or community agencies must be approved by the principal before being sent.  This does not apply, however, to letters sent to parents regarding instructional or behavioral issues on individual students.

A telephone is available in the teachers’ workroom for teacher use before school, during duty-free lunch or after school.  The office telephones should NOT be used at any time except in an emergency.  Lines 1 and 3 are available for your use while line 2 is reserved for administrative use.  Consideration of others is a necessity and lengthy conversations are discouraged.  Personal telephone calls should be kept  a minimum, and should be limited to emergencies.  Except in emergencies, telephone messages will be taken and placed in your mailbox for your information.  The library and workroom phones should not be tied up during the day with personal calls.
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CRISIS INTERVENTION

Over the course of a school year, incidents arise within each school and across the district which require immediate, informed, and effective response on the part of the school staff.  Therefore, a crisis plan has been developed to address these situations.  It is the responsibility of each professional at Chamberlayne Elementary School to acquaint him/herself with these Emergency Policies and Procedures before a crisis occurs.  Each teacher has been provided with an additional copy of these procedures to post in his/her classroom.

EMERGENCY POLICIES AND PROCEDURES

The following policies and procedures are to be implemented to ensure the safety of faculty, students, and staff at Chamberlayne Elementary School.

General Precautions

· Exterior doors to all classroom areas are to be kept locked at all times.

· No persons are to enter any classroom without proper authorization from the main office.

· No students are to be dismissed from any classroom into the care of any person lacking proper authorization from the main office.

· No students are to be dismissed from the classroom during emergency situations.

Evacuation Drills

Evacuation drills will be held weekly during the month of September, and one will follow during each month thereafter.  The evacuation alarm is a continuous “elevator tone” (i.e., dong, dong, dong).  Upon hearing this alarm, the following procedures should be followed.

· No one is to remain in the building during an evacuation drill.

· Window and doors are to be closed, and lights are to be turned off.  The teacher is to carry his/her confidential/crisis folder and account for all students.

· The teacher is to walk the students in an orderly, silent fashion to the designated evacuation exit. 

· Upon exiting the building, the class is to line up in a pre-determined waiting area and remain in line without talking for the all-clear bell.

The teacher, using his/her class roll , is to call roll and account for all class members.  The names of any students who cannot be accounted for must be turned in to the appropriate administrator immediately.  The teacher will hold up a green card stating that all are accounted for.  If a student is missing he/she will hold up a red card.  The captain for the area will use a walkie talkie to account for the student, staff member or parent.  The resource teacher will conduct the evacuation drill and determine when the all clear bell should be rung.

· The all-clear signal is a continuous ring of the bell, and at this signal teachers are to walk their students back to their classrooms in the same orderly fashion as used when exiting.
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POLICIES AND PROCEDURES (continued

Medical Precautions

A copy of the OSHA Bloodbourne Pathogens Standard-Exposure Control Plan is available for review in the school library.  This exposure plan has been established by Henrico County Public Schools in order to minimize and to prevent, when possible, the exposure of employees to disease-causing microorganisms transmitted through human body fluids.

In compliance with this plan, all blood or potentially infectious materials shall be handled as if contaminated by a bloodbourne pathogen.  All teachers are advised to review this document periodically.

In addition, all employees have been issued  a pair of latex gloves for use when handing ill or injured students and/or staff.  Additional gloves may be obtained from the clinic as needed.

EMERGENCY/CRISIS SITUATION RESPONSE

The following policies and procedures are to be implemented during specific emergency/crisis situations.

Bomb Threats

· Teachers will be notified by messenger system.

· After notification, avoid use of phones and PA system and refrain from turing lights off or on.

· If so informed, evacuate the entire building by the evacuation routes which have been established.

· Call roll and maintain quiet.

· Listen for further instructions.

Injuries in the Classroom

· Promptly contact the office by pushing the alarm button twice.

· Remove other students from immediate area.

· Put on latex safety gloves.

· Do not move the student or administer first ai d unless properly trained in emergency procedures.

· Remain at scene of injury to render assistance to support personnel.

Intruders/Trespassers

· Immediately notify the main office of any suspicious person or persons.

· Secure all students in locked classrooms.

· Call roll and maintain quiet.

· Write down any descriptive data for later investigation.

· Wait for further instructions.

Severe Weather Emergencies

· Before the emergency, familiarize yourself with areas of best protection (e.g. interior rooms, rooms without windows, small rooms).

· After notification, move students to the most secure area within room or building.

· Have students sit on the floor in an organized manner.

· Call roll and maintain quiet.

· Notify the main office about any student for whom you cannot account.

· Ignore all bells and listen for further instructions.
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POLICIES AND PROCEDURES (continued

Shootings/Woundings/Attack/Hostage Situations

· Immediately notify the office by pushing the alarm button twice.

· Secure all students in locked classrooms.

· Have students lie down on floor.

· Call roll and maintain quiet.

· Notify the main office about any student for whom you cannot account.

· Ignore all bells and listen for further instructions.

Weapons Situations

· Immediately notify main office of all visual or verbal reports of weapons on school grounds.

· If suspect is moving, secure all students in locked classrooms.

· Ignore all bells and listen for further instructions.

· If suspect is in your immediate area, isolate him/her by removing other students. If possible.

· Do not use force or touch either the suspect or weapon.

· Wait calmly for help.







PLEASE NOTE
Whenever there is an emergency or crisis situation, there is normal curiosity about the particulars of the event.   Please refrain from discussing details and politely refer all individuals or members of the press to the building principal or principal’s designee when you are questioned about any of the situations above.

OTHER SITUATIONS

Building Systems Failure/Inclement Weather Conditions

In emergency circumstances (severe and prolonged malfunction of ventilation, heat, electricity, water), the principal or her designated representative will notify students and faculty of specific building evacuation plans.  When determined by Central Office that the weather situation warrants early dismissal, the principal or her designated representative will advise all staff and students.  In such situations student Emergency Closing forms will be utilized. All personnel are advised to listen to or watch local news programming (TV channels 12, 8 and 6; radio station WRVA) for notification of resumption of normal school times and locations.

Health Epidemics

Upon written notification by the principal or her designated representative, all faculty members will inform students of a possible health epidemic and immediately advise all students to inform their parents of such a situation.  Official written notification from the principal will be distributed to all students and staff advising them of the       following:






· Identification of health problem

· Degree of severity

· Signs and symptoms of the health problem

· Recommendations for control and dissipation of health problem

· Notification to parents concerning continuance or closing of school facilities or programs.

All personnel are advised to listen to or watch local news programming (TV channels 12, 8, and 6; radio station WRVA) for notification of resumption of normal  school times and locations.  If possible, all students and faculty will be notified prior to dismissal.
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POLICIES AND PROCEDURES (continued

DISTRIBUTION OF LITERATURE

No printed material (e.g., newspaper, magazines, leaflets, flyers, etc.) may be distributed to students without the specific approval of the principal.  Advanced planning is necessary in order to ensure that sufficient time is allowed for a thorough review of all materials sent home.  (Instructional materials are not included.)  All announcements and other parent communications need to be prepared in advance and placed in the principals mailbox for review and approval before distribution.  Routinely, they will be returned within 48 hours.

LOST AND FOUND

Items of clothing or other personal items which are found or go unclaimed should be sent to the office after an effort has been made to find the proper owner.  Money or other items that may be valuable will be secured in the office area.

Students may claim articles by briefly describing them to the appropriate staff member.  Parents should be encouraged to place the child’s name on outer wear and other personal belongings. All lost and found items which go unclaimed will be donated to a local charity in mid-July of each year.

TEXTBOOKS
When issuing textbooks to students, the following procedure is important:

The teacher lists the title, book, number, the date loaned, and the condition of the book on a Henrico County Book Receipt form and sends the completed form to the parent for his/her signature.  After the signed form is returned to the teacher, books are issued to the student.  The forms will be given to you during the teacher work week.  Stress the care of all books and request that they be covered, but NOT WITH CONTACT PAPER OR TAPE.

THE TEACHER SHOULD MAKE A BOOK CHECK PERIODICALLY.  If books are lost or damaged, complete a Textbook Statement form and submit it to the resource teacher.  The resource teacher will compute the price based on the following schedule and return two copies to you.  You will send one copy home to the parent and keep one copy until the money is collected, at which time a receipt will be written.

BOOK CONDITION

WHEN ISSUED


1ST SEMESTER


2ND SEMESTER

NEW



FULL PRICE


7/8 PRICE

GOOD



3/4 PRICE


5/8 PRICE

FAIR



1/2 PRICE


3/8 PRICE

POOR



1/4 PRICE


1/8 PRICE

When textbooks are damaged, a charge of $4.00 or the lost book rate shall be collected.  Charges for repair shall not exceed the amount that would have been charged if the books were lost. Textbooks which are found should be returned to the issuing teacher as noted on the front inside cover.

MAIL AND MESSAGES

Mailbox are provided for the receipt and distribution of information.

· A mailbox for each teacher is located in the office.  Mailboxes are to be checked in the morning, at lunch, and in the afternoon before leaving, and at other times when appropriate.

· Materials should not be allowed to accumulate in mailboxes.

· Teachers will not be called to come to the phone for personal phone calls.  A message will be placed in you mailbox unless it is an emergency.

· Only materials which are specifically addressed to a teacher or are approved as a general distribution shall be placed in boxes.  All other materials shall be approved by the principal before distribution to mailboxes.
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· Students shall not get materials from teachers’ mailboxes.

· Personal mail may be placed in the outgoing mail basket for the mailman to pick up with school mail.

· Cell phones are not to be turned on during instructional time.  They may be used to contact parents during your resource time or before or after school.  

Memos and job postings from Central Office will be posted on the message/bulletin board across from the mailboxes.  Every effort should be made to check the board each day.

PARTIES AND GIFTS (Henrico County Policy 6-12-007)

Elementary schools will be allowed one social function on school  time during the school year, this being immediately prior to the winter vacation, provided that:

· Money collected for this purpose shall not exceed $1.00 per pupil (if approved by the principal).



· No gift may be given the teacher by the class as a whole or by the class and the room mother together.

· The party must be held during the last part of the day and total time taken limited to one hour, including clean-up time.

· There shall be no school sponsored dances in elementary schools.

Food Items

Because there are children on special diets for medical reasons, parents are asked not to bring sweet items to serve the class during the year. Many students have severe allergies to nuts and milk products. It can be life threatening.  Teachers should be aware of students in their care with food allergies and make every effort separate these students during lunchtime and monitor them during snacks.  Antibacterial  soap and/or wipes should be used after snack time and lunch if you have a student with a food allergy in your class.  At no time should parents bring in cupcakes or treats for student birthdays.  Every effort should be made by the teacher not to use food as a reward.  

 If teachers want to use food for a special lesson, arrangements should be made with the principal.

Distribution of private birthday invitations is not allowed, and students should never be allowed to exchange gifts.

PAYCHECKS

Paychecks for contractual services rendered will be issued on the last working day of each month.  Personnel shall pick up their paycheck from the principal’s secretary on the last working day of each month.   Personnel shall sign a record form indicating receipt of the paycheck for accuracy of the office records.  Addressed and stamped envelopes must be left with the principal’s secretary for teachers who wish paychecks to be mailed during the summer months.

RESTROOM BREAKS

Please have students go quietly to and from the restrooms so they will not disturb other classes.  Teachers, with their students, should establish specific restroom times and only in emergencies should students go to the restrooms at any other time during the day.  Students MUST NOT STOP by the restrooms on their way to and from other destinations.

STUDENT SERVICES

Guidance and Counseling Services

The philosophy of the elementary guidance program at Chamberlayne Elementary is a planned, sequential program of guidance and counseling services and is based upon students’ developmental and special needs and includes established state standards.  The program is preventive in nature and recognizes the fact that all children experience normal, developmental problems in the process of growing up.                   
31
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The objectives of the program include the following.

· To aid children in the development of learning skills that will hopefully have a positive effect on achievement and grades.

· To foster more effective learning climates for children.

· To provide opportunities for children to establish good relationships with and acceptance of others.

· To help children develop positive and realistic self-concepts and to aid in their self-understanding.

· To assist children in becoming self-directive.

· To aid children in the development of problem-solving and decision-making skills.

· To encourage wholesome attitudes and behavior related to success in education, career, and citizenship.

Functions

Although guidance and counseling is the responsibility of all members of the school staff, the counselor in close cooperation with teachers and the principal will organize and implement the program.  The major functions of the counselor fall into four categories:

· Individual and small group counseling

· Classroom guidance

· Consultation

· Coordination

In the consideration of each of the categories mentioned above, the counselor will:

· Counsel children individually or in small groups, on a short-term basis.

· Conduct small-group personal enrichment sessions relating to topics outlined in the Standards of Learning of Guidance/Counseling.

· Counsel and consult with parents.

· Develop guidance and counseling activities that will encourage student service to others.

· Facilitate group guidance activities in the classroom that focus on the aforementioned objectives.

· Consult and collaborate with teachers, administrators, educational specialists, pupil personnel workers, and others to identify the needs of children and to meet those needs effectively.

· Refer children to appropriate school resource personnel and community agencies when needed.

· Coordinate the efforts of school and community to provide appropriate services for children and their families.

· Serve as a liaison between school and community agencies.

· Assist with the organization of the standardized testing program.

· Serve as an active participant in child study meetings.

· Assist with individual testing when appropriate.

· Assist with the interpretation of tests when appropriate.
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POLICIES AND PROCEDURES (continued)

STUDENT RECORDS (Henrico County Policy 6-18)

Cumulative Folders

In every accredited school there is an individual folder for each student in which information about him/her is accumulated throughout his/her school life in order to show a pattern in the student’s development.   Within a school division, the record follows a student from grade to grade and school to school.  If a student transfers to a school outside the local school division, a transcript of record including academic achievement, standardized test data, and other pertinent information is sent promptly to the school he/she enters.  In transfer cases, teachers will be requested to supply up-to-date information on students’ for forwarding purposes.

· Teachers are encouraged to be familiar with the records of the students they teach.  Please check all folders by the end of the second full week of school.

· Student folders are stored in the main office in the vault.  Teachers may work on cumulative folders in the workroom next to the vault.  Folders must be returned to the files if the teacher leaves the workroom.

· Before removing student folders from the file, please sign for them on the red card located in front of the folder and place that card in the spot previously occupied by that individual folder or the class folder.  When replacing folders, 

            remove the red card and put it in front of the folders.

· Because a cumulative record is the only official legal record on a student and is the property of the school, it is imperative that it be maintained and handled in a professional manner.  Therefore, the information contained in the record is confidential.

· Student records are filed alphabetically by grade level and homeroom assignment.

· Teachers may make notes from information in students’ folders.  Administrative approval is required before any copies may be made.

· The counselor, assistant principal, resource teacher, and principal are available to assist teachers in the interpretation of data in student folders.

· Student records are available for parental review, but all requests to review student records are to be directed to the principal or counselor.

· All requests for student record information by any person or agency outside the school should be directed to the principal or counselor.  No information from student records is to be released verbally or in writing without the approval of the principal.  Parental request for written or verbal communication to be transferred to a third party (such as a pediatrician) must be preceded by a written “Release of Information” form completed and signed by the parent.  A copy of the form and a copy of the information released should be maintained in the student’s confidential folder.

· Routinely teachers should adjust the contents of cumulative folders so that each is consistently organized in the following manner.

· Record of File Review (grey card)

· Student Information Record (blue and white)

· Student Enrollment Form – SS06, SS03

· Picture Sheet

· Report Cards

· Standardized Test Data Card – Testing

· Reading Record Card – Notations should be specific and must have teacher signature and ate.  Comments on the reverse side should be added especially in an instance that the child has experienced difficulty or  is considered to be reading above grade level.
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· Special Programs PRIME (pink card)

· SOL Grades 2-5

· Health:  Physical (blue)




          Screening (yellow)




          School Entrance Health Certificate

· Miscellaneous

Teachers are directed to refer to the Henrico County Policies and Regulation Manual (Section 6-18) or contact the principal or guidance counselor for further information concerning the use of student records.

Anecdotal Records

An anecdotal record consists of an objective description of pupil behavior in a particular environmental setting.  The anecdotal record is a brief informal report by the teacher of an observation of a critical incident.  The anecdotal record describes a sample of behavior in a given situation concept.  The behavior described may be positive or negative, but it must be the learner’s behavior that is described and not the teacher’s interpretation of the behavior.  Set aside a certain time each day, or if possible, record the situation immediately.  If too much time elapses, the teachers may forget the incident or inject bias into the observation.  Be aware that the Family Educational Rights and Privacy Act is designed to protect the privacy rights of students.  The access to records granted to parents and students over eighteen makes it very important for teachers to be accurate in their record-keeping.  Withhold your opinion or interpretation from your records.

Anecdotal records exhibit the following characteristics.

· They are an objective, factual, recorded account of observed behavior.

· They are concise and describe only one incident.

· They are continuous and cumulative

· They are descriptive.

· They record the date and situation in which the behavior occurred.

· They describe the actions or behavior of the subject, the reactions of others involved, and the subject’s responses to these reactions.

· They quote what is said by the subject and to the subject in the situation.

· They note body postures, gestures, qualities of voice, and facial expressions that give cues to the emotions of  the subject.

· They describe the situation sufficiently to present a behavioral moment in the life of the subject.

CHILD STUDY

The Child Study process has been in operation in our schools since 1982.  The Child Study Team engages in a process of problem solving designed to maximize effective and appropriate use of school system services.  Emphasis is placed upon early intervention and problem resolution rather than upon evaluation geared to determining special education eligibility of a student.  Every reasonable effort is made to accommodate the student in the general education program before referral for special education intervention is considered.







34

POLICIES AND PROCEDURES (continued)

Procedures for Requesting Assistance From the Child Study Committee

Phase I – Identification of the Problem

· An individual identifies a potential problem which is inhibiting the student’s successful school performance.  “Individual” may be teacher, parent, counselor, principal, etc.  Most likely, however, “individual” refers to teacher. The teacher begins his/her own assessment of the problem and develops a plan of action to eliminate or remediate the problem. Tier 1 interventions have not been successful.

A. Note the nature of the problem.

B. Collect work samples which illustrate the problem.

C. Develop and implement written strategies to address the problem.

D. Step “C” should not be considered a one-time effort.  It may need to be modified and repeated several times.  It is important to exhaust and document all possible solutions before moving to the next step.

E. Where appropriate, parental contact and involvement in problem resolution and the documentation of such is advisable before moving to the next step.

F. Under no circumstances should a teacher suggest that testing be done as part of the CST process.  Testing is usually a last resort that is used only when all other strategies have failed.  The CST is mandated to protect a student’s right to the least restrictive environment.  Additionally, the school system does not test for ADD.  It is still looked at as strictly a medical issue that must be diagnosed by a physician.  Be very cautious in using labels (ADD, LD, etc.)  In your discussions with parents.  Also, be cautious not to suggest recommendations/referrals to outside agencies.

Phase II – Referral to the Child Study Team

· The child study team shall consist of the principal, , counselor, resource teacher, LD teacher, classroom teacher, psychologist, and social worker.  It is required that parents be invited so they may attend if they so desire.  Someone at the meeting is appointed to inform parents of the proceedings in their absence and parent conferences may be arranged at a later date if necessary.

· The purpose of the CST is to review Parts I and II of the blue “Plan of Action” form to consider what has been attempted prior to the meeting, and to formulate strategies to be attempted.

· As mentioned above, included in the plan of action will be documentation relative to what the teacher has already tried, including the success and/or failure of the attempt.  From this step, the decision on what will be tried next will be formulated and may include the following.

A. Response to intervention must be documented weekly

B. Conferences

C. In-school screenings

D. Observations by a CST member

E. Individual consultation with the teacher and/or student by a CST member

· The plan of action will include a specific date of review unless the situation is determined to be resolved.
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· The case will routinely be placed on the agenda for the month indicated for review.

· All individuals at the CST meeting should note any responsibilities assigned to them.

· A copy of the plan of action is located in the student’s cumulative folder.

· A Student Education Plan (SEP) may be developed for the purpose of outlining strategies/modifications.

Phase III – Referral for Handicapping Condition

The CST must decide a what point, if at all, a student will be referred for determination of a handicapping condition.  Underlying the process is the concept of the least restrictive environment (LRE).  This assumes that the transfer/removal of a student from his/her normal general education environment constitutes a denial of rights unless it can be clearly documented that such a change in the student’s general education program is the only way that the student’s unique educational needs can be met.  Therefore, the purpose of the LRE requirement is to ensure that the student will be educated as close to his/her general education environment as possible and that removal from the environment will occur only after careful consideration of the student’s needs.  Judgement concerning the LRE is not merely one step in the eligibility/IEP process; it must extend throughout the process, beginning with the initial screening level.  To this end, a continuation of services has been established extending throughout general and special education.

PLEASE NOTE


It is expected that every staff member provide the child study process and its outcomes with professional support.  Any concerns may be shared with appropriate personnel as a follow-up to a decision made by the membership.  Under no circumstances is any staff to communicate, verbally or in written from, any message which may circumvent or damage the intentions of the Child Study Team/Eligibility Committee.

Instructions for Completing the Plan of Action Form for the Child Study Committee

Part I – General Information

Using the student’s cumulative folder of other teacher records, complete all requested information.  Once the form has been completed, it should be given to the child study chairmanl for her review and signature since the CST must respond within ten working days of such a request.  Typically, in a situation in which a parent requests a referral, the parent will be asked to complete the Request for Assistance form.

Part II – Answering the Questions

All questions must be completed by the person requesting assistance.  Please do not leave any questions blank.  Listed below is a guide for completing each section.

· Question 1 – Reasons for request/ describe specific problem area (s).

A. List as many aspects of the problem as possible.

B. Avoid generalities; be specific.

· Question 2 – Describe previous action to solve problem.

A. List specific teaching strategies used to address the problem.

B. List the resources used to address the problem-resource people, contracts, detentions, rewards, tutoring, referrals to Prime, etc.

C. To avoid having the CST suggest measures you may have already tried, it is important to have documentation of efforts to date.

D. Do not give individual screening tests on your own without the prior written permission of the parents and without the request of the CST.
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Part III – Observation/Screening

Prior to the CST meeting, a member of the team will visit your classroom to observe the child.  Hearing, vision, motor, and speech screenings may also be required.

TIME LINES

· Screening-General


..Vision/hearing, speech, voice, language, fine/gross motor


..Within 60 days

· Screening-Individual Student


. . Referral to Child Study Committee


. . Action by committee within 10 days of referral

a. Explore and recommend regular education alternatives

b. Refer to special education

· Formal Assessment Initiated


. .Upon written referral by Child Study Committee to Special Education Adminstrator 




. . Following informed parent consent

· Eligibility Determined


. . Within 65 working days of receipt of formal referral

· IEP Development


. . Within 30 calendar days of determination of eligibility

· Placement Effected

. .  As soon as possible upon completion of IEP

· Evaluation


. . Ongoing – Annual


. . Triennial


NOTE:  Administrative working days (unless stated otherwise)

TRANSPORTATION – BUS/BICYCLE/WALKING

School bus transportation is made available to those students who qualify for such service as determined by state and county regulations.  Students who ride the school bus a t any time must follow the driver’s instructions and must act in a safe, orderly, and quiet manner.  A non-transportation zone is established for any household which is .3 mile or less from the school property line.  Students who are walkers or live in the non-transportation zone should be encouraged to arrive NO EARLIER than 7:40 a.m.

Written permission by a parent/guardian is required before a student may ride a different bus or disembark at a bus stop other than the regular one.  Approval may be granted ONLY by the Principal.  The notes should be sent to the office with the morning attendance information.  A bus pass must be issued in order for a student to have a change of transportation involving a bus.
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Bicycles, scooters, minibikes, mopeds and/or skateboards are considered an inappropriate means of transportation and should not be brought to school.  Bicycles must be approved by the Principal.

VISITORS

Chamberlayne Elementary School welcomes the community and all school officials to our facility.  Because we feel this is a significant means of communicating our goals and concerns, we encourage frequent visits by parents.  Students are not allowed to bring student visitors to Chamberlayne during the normal school day unless approved by the principal.

· All community visitors must report to the main office upon entering the school and before visiting specific areas.

· Visitors may not interfere with class activities and/or instructional time.  Please refer such contacts to the principal.

· Students may not be picked up by visitors unless they have written permission from their parent or guardian.  All students leaving the building before regular dismissal time must check out through the office.

· Teachers are responsible for knowing if a student is restricted to certain persons picking him up.  Such information will be distributed by the guidance counselor.  This would also be posted with the secretaries.

WORKERS’ COMPENSATION

It is very important to report any injury to your supervisor immediately.  Forms must be filled out and returned to Finance within 72 hours.  You should then see the Financial Secretary as soon as possible (same day) so that these forms can be completed together.

· Panel of Physicians – You will be given a list of approved doctors from which you will choose where you will go if you require medical treatment.

· Employee Statement Job Related Injury/Illness (WC1) – Filled out by employee and physician at the time of medical treatment.  Employee may not return to work without bringing this completed form from trip to the doctor.  It is necesssary that  a WC2 form be filled out each time an employee has an appointment with a physician.

· Employer’s First Report of Accident – Filled out with the Financial Secretary at time of accident.






38

            FACULTY COMMITTEE ASSIGNMENTS   2010-2011

Child Study Team:


Chairperson:
Ingram

Brinkley
Fernald


Smith

Elazier

Leadership Team
Acts as a communication link between the faculty and administrative team for concerns and suggestions of faculty.  This committee develops and monitors the school improvement plan.

Chairperson:

Brinkley
Fernald

Ingram

Currier






Snider

Evans

Bobbitt






Gaglio

Gibson

Waggoner/Hite


Staff Recognition & Hospitality Committee  

Provides recognition for accomplishments and promotes a positive atmosphere among the staff.  Focuses its attention on providing a variety of activities, which will enable the faculty to develop as a caring, cooperative unit.

Chairperson:
* Chairperson will be decided among committee during first week of teacher’s return to school.  Representatives from each grade level, resource, and special ed. should be included

K.
 Tract

1.


2.



3.


4.



5.



Resource -


Special Ed. -




Field Day Committee  

Plans and evaluates the field day experience.

Chairperson:
Head
    ______________

_________________

_____________





_____________

________________

__________________


Technology Committee  

Develops & monitors the school technology plan

Chairperson:    Barker
 
Fernald

Clough            ______________  
Coalition for Equitable Classrooms

Allison Fisher

Beth Waggoner

Cody Barker (back up)

MAPS Committee
Chairperson

Fernald      
Barker

Waggoner
SWAT
Committee





Chairperson 
Ingram  
(3-5) Friend       ( K-2) ___________

Go Green Committee


Chairperson
Corfield    
________________

___________________

________________   

________________

___________________
Crisis and Safety Committee
Manages school crisis plan.  Focuses upon developing, implementing, and monitoring the safety program for the school.


Chairperson: 
Ingram 
Smith


Elazier






Brinkley
Toombs

Fernald





Farmer

Grade Level Chairs
Brown


Sandy
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CONTENT REPRESENTATIVE OR CONTACTS

Computer Contact:


Barker 

Gifted Identification Coordinator:  
Ingram

Language/Reading Contact:

Pearlingi

Math Contact:



Corfield

Mentor Coordinator:

            Fernald

PTA Teacher Representative:

______
Public Relations Contact:

Fernald
Safety Patrol:



Boone

SCA:




______
Science Contact:



Gaglio

Social Studies Contact


Gibson

Community Service Contact:

Fernald

Spelling Bee:



​​______
Staff Development Coordinator:

Fernald

Teacher Advisory Committee (TAC):
Fernald
Test Coordinator:


Fernald

United Way:



Fisher




WebMaster:



Barker

Volunteer Coordinator:


Guthrie

Budget Representative


Emily Hite
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