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ATTENDANCE - Staff

Reporting to Work

(
Staff attendance and punctuality is instrumental to the overall effectiveness of the school operation.  

(
All personnel are required to sign in and out on a daily basis.  Failure to do so will result in inaccurate paychecks.

(
When a staff member is unable to report to the scheduled duty for any reason, the following procedures apply:

	Sub Locator
	Ms. Elsa Craig

	Telephone numbers
	305-253-6296

	Calling times
	5:30 am to 7:00 am

5:00 pm to 9:00 pm

	Email
	 ecraig@dadeschools.net


(
If you are aware of an upcoming absence, please inform Ms. Craig as far in advance as possible so that she may pre arrange substitute coverage for your classes.  
Absence due to Emergency

(
Emergency situations are those that happen at the spur of the moment, leaving no time or very little to make proper arrangements of whatever kind.  In this case, call or have someone call as soon as possible to notify the school of the emergency situation that will prevent reporting to work.

(
When this emergency happens at the school site while the staff member is engaged in the daily scheduled routine, call the main office for assistance.  Arrangements will be made promptly to provide relief from duty or whatever other help and support is necessary.

Absence due to illness or personal reasons 

(
When calling, specify the reason for the absence(s).
(    
Upon return, acknowledge the reason for your absence(s) by signing a “leave card” in Mrs. Craig’s office.  Illnesses, personal leave, or workshops all necessitate a leave card being filed with the payroll department.  This information will be used to charge your leave account (sick or personal) accordingly.  

(
Leaves are applied as requested in intervals of half-days or full days.

(
If there is no time available that applies to the leave, the time absence will be deducted from the corresponding pay period and will reflect in your paycheck as a reduction (leave without pay) in payment. 

Absence due to temporary duty

Temporary duty activities include:
(
Professional development

Mandated:  Print the Course Session registration from the Professional Development Menu and Registration System and provide a copy to the sub locator and to the payroll clerk.
Self-Selected: Submit a copy of the desired Professional Development to the assistant principal for approval.  If approved, proceed to register and print the Course Session registration from the Professional Development Menu System.  Provide a copy of the approval and the Course Session registration to the sub locator and to the payroll clerk. ALL SELF-SELECTED PD’s REQUIRING A SUBSTITUTE TO COVER YOUR CLASS MUST BE APPROVED BY MRS LITTLE.
(
Meetings mandated by the Region or District

Follow the same procedure as professional development.
· Special assignments by the Principal
    The principal or assistant principal will inform of procedures to be taken.
(
Jury Duty

Provide a copy of the “summons” to Ms. Craig.

(
Late arrival

Call the sub locator listed above so that temporary arrangements can be made, when applicable, until arrival.  For the safety of your students, if the sub locator  is unreachable, it is imperative that you contact the main office or an administrator! 
	AIDS CASES INVOLVING STUDENTS


Employees working closely with students with formally disclosed cases of HIV/AIDS will be advised of the students’ medical condition only upon formal consent of a natural parent or legal guardian.  Where the Department of Health and Rehabilitative Services (HRS) notifies the Superintendent of a student’s positive HIV/AIDS test result, the Superintendent shall maintain the confidentiality of the report and shall release it only in accordance with the statutory provisions.  The consent form is a highly confidential record which must be maintained under the custody of the employee(s) to whom disclosure is authorized.
ATTENDANCE - Students

Attendance Policy – Board Rule 6Gx13 – 5A-1.041

Student attendance is a means of improving student performance and critical in raising student achievement.  Together, the staff of Miami-Dade County Public Schools, students, parents and the community must make every effort to lessen the loss of instructional time to students.  In order to accomplish this goal, on April 18, 2007, the School Board of Miami-Dade County, Florida approved a new Student Attendance Board Rule, which is stated below.
The Attendance Review Committee

The Attendance Review Committee is comprised of a minimum of a student services representative and an administrator or administrative designee and will provide guidance and support to students with significant absences.  They are expected to:

1. Provide early intervention by convening when students reach an accumulation of five (5) unexcused absences in a semester or ten (10) unexcused absences in an annual course.

2. Convene a minimum of six (6) designated times per year.

3. Give consideration to all extenuating circumstances surrounding student absences.  The Attendance Review Committee is charged with the responsibility of prescribing activities designed to mitigate the loss of instructional time and has the authority to recommend the following:

a. Issuing of quarterly, semester, or final grades.
b. Temporary withholding of quarterly, semester, or final grades.  The following are among possible options: 

(1) Make-up assignments
(2) Attendance probation for the following grading period(s)

(3) Completion of a school service project 

c. Permanent withholding of quarterly, semester or final grades and credit.  The             

student is to be informed of his/her right of final appeal to the regional superintendent or designee.

4. Review attendance history for student exhibiting patterns of excused and/or unexcused         absences and provide appropriate referrals and counseling support. 
Recording Attendance

Student attendance MUST be officially recorded daily in the official school attendance record document(s) in use at the school.  (See Miami-Dade County website, under “Employees,” District Electronic Grade book, (  Grade book Resources, (  Teachers, (   Attendance Codes).
Recording Attendance using the Electronic Gradebook
(
Homeroom teachers MUST report and record students as “present” or “absent” (see criteria below), using the Electronic Grade book by 8:45 a.m. Attendance is now the sole responsibility of the teacher.
(
Teachers are responsible for REPORTING and RECORDING ATTENDANCE, using the Electronic Grade Book, for every class period or subject.  The school attendance clerk will update attendance records daily based on the information from the Electronic Grade Book.  It is imperative for teachers to accurately record attendance.
(
Students who report to class after the final bell MUST NOT be admitted to class unless they have a late pass issued by the office.  The late pass MUST BE KEPT by the teacher to double check any discrepancies in attendance records.

(
An “Attendance Bulletin” will be posted daily and MUST BE REVIEWED daily by teachers for accuracy.  Teachers must initial next to each attendance record that is correct or for which a correction is entered.  Any teacher-noted discrepancies will be corrected and attendance updated by the attendance clerk.

Present

(
A student who is physically in school engaged in an educational activity which constitutes part of the approved school program for that student. 

(
A student who is away from school on a school day, but is engaged in an educational activity that constitutes part of the school-approved instructional program for that student. 

(
A student who is scheduled at a school center for instructional purposes for a partial day, such as a vocational-technical center, a vocational school, or a community college shall be reported as present, if present at such locations.

Tardy

· A student who arrives at school after the official beginning-of-school-day time must be marked as “tardy”. STUDENTS MUST REPORT TO YOUR CLASSROOM BY THE TIMES LISTED BELOW:
	Grade Pre-K – Grade 1
	8:20 am

	Grade 2 – Grade 5
	8:35 am


Absent 

· A student who is not physically present at school for any part of the school day is considered absent.

(
All absences are considered unexcused until the student brings the proper documentation. 
ACCIDENT OR INJURY (STAFF)

All staff members must make sure to complete the Personnel Information Form which is kept in the office for emergency purposes.

(   If you suffer an injury while on the job at school, you MUST report it to Mrs. Craig within 24 hours so that an “Accident Report” can be completed.  If this is not done, you will not be eligible for Workmen’s Compensation benefits if the need arises.

ACCIDENT (STUDENT)

CHILDREN SHOULD NEVER BE LEFT UNATTENDED.  All students must have an up-to-date “Emergency Contact Card” which is kept in the office in case of an accident/emergency.

When a student is injured, the following procedure must be followed: 

1. The supervising teacher must ensure that the injured child is made as comfortable and safe as possible (MEDICATION MUST NOT BE ADMINISTERED).
2. In case a student is SERIOUSLY INJURED the supervising teacher must, simultaneously with the above, call the office and/or send two reliable students to notify the principal or assistant principal and nurse of the situation in order to obtain immediate assistance.  
3. Request assistance from the nearest teacher and/or staff member, as necessary.

4. The injured child should be moved to the office as quickly and as carefully as possible.

Ask for the help of other teachers. DO NOT MOVE THE CHILD IF SERIOUS INTERNAL INJURY OR CONDITION IS SUSPECTED OR IF THE STUDENT MIGHT HAVE A BROKEN BONE.
5. The supervising teacher must notify the parent or guardian of the situation.  In cases where the parent or others listed on the Emergency Contact Card cannot be reached, and it is apparent that immediate professional assistance is needed, the administrator or the nurse in charge shall contact 911 for the purpose of summoning help.

6. The supervising teacher must complete an accident report and submit it to Ms. Starling as soon as possible.  It is the teacher’s responsibility to fill out the accident report.   
ARRIVAL PROCEDURES

(
Grade 2 – Grade 5:  Students line up in the P.E. Court.  Teachers MUST PICK UP their students no later 8:25 a.m., and escort them to their respective classrooms. 

(
Pre-K, Kindergarten, and 1st grades:  Remain in the cafeteria.  Teachers MUST PICK UP their students no later than 8:10 a.m. and escort them to their respective classrooms.
Rainy Days Procedures

· All students will report to the cafeteria where they will wait quietly to be picked up by their teachers.

Below are the teachers' supervisory assignments during the school day:

Arrival and Dismissal

8:05 A.M. -
Pre-K, Kindergarten and First grade teachers on school grounds.  
8:20 A.M. -
Second thru Fifth grade teachers on school grounds.  

8:10 A.M. 
First grade classroom teachers pick up their students.  According to M-DCPS policy, students must not be left unattended.  Special Area teachers and Curriculum Coaches assist in monitoring hallways.
8:25 A.M. -
Second thru Fifth grade classroom teachers pick up their students from the PE court.  According to M-DCPS Policy, students must not be left unattended. Special area teachers and coaches monitor hallways.

8:35 A.M. -
Morning exercises begin.  Children should be standing during the flag salute and through the meditation (except for religious reasons).  The children should be quiet and attentive during the morning announcements.
1:50 or

3:05 P.M.
All teachers are to walk students out of the building at dismissal time.

All teachers will be assigned responsibilities to assist with the arrival and dismissal of students (bus duty, etc.).
BULLETIN BOARDS

BULLETIN BOARDS

(    Teachers are responsible for maintaining the bulletin board(s) in the classroom.
(
Bulletin boards should be attractive.

(
Bulletin boards should have current student work at all times.

(
Backing made of fabric or paper should be used on all bulletin boards.      

(
Student work is to be displayed in a neat and attractive manner.  

(
Due to fire safety issues, only 20% of the walls in the classroom may be used for display.

DO NOT use tacks or staples on the wooden areas in the room, doors, or areas other than on bulletin boards. Sticky tack should be used instead.  DO NOT make holes on the walls or use double adhesive tape that causes the paint to peel off when removed.

CAFETERIA PROCEDURES 
In order to maintain an excellent cafeteria program, the following procedures must be followed: 

1. Teachers must make sure students understand the procedures involved and the rules to be followed while traveling to the cafeteria, going through the serving line, sitting at the assigned table, having lunch in an orderly manner, waiting to be picked up, and returning to the classroom.

2. Teachers must adhere to the scheduled times.

3. Students must be escorted by the teacher to the cafeteria serving line assigned as per schedule. 

4. Students must be picked up by the teacher from the assigned table promptly at the end of the scheduled lunch period and ensure that the area is left clean.
5. Teachers are not allowed to drop off students at the door.  They must be escorted to the designated serving line.

Breakfast
Breakfast will be served each morning from 7:30 a.m. to 8:15 a.m.  Students in grades 2nd-5th must report to the P.E. court once finished eating.

Lunch  
1.  Students must be given their lunch numbers on the first day of school. 

    Students must know their lunch number prior to reaching the cafeteria, or they must have

    their number visible so that an adult can assist, as needed, with inputting their number.

2.   Provide time for students to prepare for lunch; wash hands, use the bathroom, get lunches 

  (for those who bring lunch from home), line up and arrive in an orderly fashion.  Set the tone
  in the classroom for the tone expected in the cafeteria.

Cafeteria Monitors

(
The cafeteria monitor is employed to supervise children during their lunch period and maintain a neat cafeteria environment.  

(
A teacher’s failure to pick up students promptly at the end of the 30-minute lunch period causes schedule conflicts, disrupts the supervisory process, and limits behavior management. 

(
Communication between the teacher and the cafeteria monitor is instrumental to maintaining appropriate student conduct in the cafeteria.

BASIC CAFETERIA RULES

(Teachers must review these rules with students periodically.  Students must understand the behavior that is expected in the cafeteria.)
1. Students are to enter the cafeteria quietly.

2. Once seated, students need permission to leave their seats.

3. Food trading is not permissible.

4. Students are responsible for all items on their trays.  Food is not to be thrown.  It must either be eaten or discarded properly along with trash items.

5. Students are responsible for leaving their area, including the floor, free of trash.

6. Students should engage in quiet conversation only.  There is to be no yelling or shouting.

CELL PHONE USAGE

The use of cellular phones while performing job-related duties or while walking in the hallway conveys an unprofessional image and is not allowed.  Cell phones may be used during planning or in the lounge.  

CERTIFICATION

It is the responsibility of all staff members to maintain the certification requirements prescribed for the position they hold.   A current copy of this certificate must be submitted to the school’s secretary to be filed in the employee’s personnel record.

CHILD ABUSE

Section 415.504, Florida Statutes, requires mandatory reporting of all cases of child abuse.  This statute applies to suspected or confirmed reports against any person, regardless of occupation, who is alleged to be involved or any person who is alleged to have committed any act of child abuse.  School personnel are not exempt from mandatory reporting of child abuse, even when a fellow employee is suspected or confirmed as the abuser. 

Anyone aware of child abuse, suspected or confirmed, shall immediately make a report by calling the Miami office of the Department of Children and Families at 305-634-4074, or the State of Florida, Child Abuse Registry, at 1-800-96-abuse (toll free). It is suggested that once a report is made, the principal or appropriate school administrator be notified.  The name of the person reporting child abuse or neglect shall in no case be released to any person other than employees of HRS responsible for child protective services.

Child abuse is defined to include harm or threatened harm to a child's health or welfare and/or willful or negligent acts which result in: neglect: malnutrition: sexual abuse: physical injury: mental injury: or failure to provide sustenance, clothing, shelter, or medical treatment.

Any person including, but not limited to, physician, nurse, teacher, social worker, or employee of a public or private facility serving children, who has reason to believe that a child has been a subject of child abuse shall report this information as indicated in the procedures outlined in this guideline.

Knowing and willful failure to report suspected or confirmed abuse and knowing and willful prevention of another from making such a report is a crime punishable by up to two months in jail and up to a $500 fine and may be subject to disciplinary action by Miami-Dade County Public Schools.

Reporting of incidents to DCF is not prima facie evidence that child abuse has taken peace.  A subsequent investigation by DCF will ensure protection for the School Board, the employee, and the student.  Additional investigating will not be initiated by school-site personnel. 

WHENEVER IN DOUBT, REPORT CHILD ABUSE!
Employees reporting child abuse from an outside source are not to inform parents of the report; it will be the responsibility of DCF to notify the parent/guardian. 

Parents or guardians may try to find out who made the report. If confronted by a parent/guardian, school staff members do not need to confirm or deny making the report.

All contact with school personnel by DCF representatives shall be with the principal or assistant principal, and under no circumstances shall a DCF representative proceed directly to a classroom or other portion of the school plant without the specific authority of the principal or assistant principal.

Anyone aware of suspected or confirmed child abuse committed by School Board employees acting in their official capacity shall immediately make a report to the principal or assistant principal who shall immediately make a report to the Dade County Public School Police and the Region Office.
CLASS CELEBRATIONS

(
Class celebrations may be held twice a year: once in December prior to the holidays, and one at the end of the school year.  Specific dates and times will be announced in advance. 

THERE IS NO EXCEPTION TO THIS RULE
CLASSROOM MANAGEMENT PROCEDURES

Classroom Coverage
Do not leave the classroom unattended.  Classroom coverage must be cleared with an administrator.  In emergency situations, contact an administrator immediately.  Students should never be left unsupervised for any reason, no matter how short a period.  You are personally responsible for the safety and well-being of all students entrusted to your care.  NEVER leave children without APPROVED adult supervision. 
Classroom Procedures
Classroom procedures (including grading criteria) must be distributed to students at the beginning of the school year.
Discipline 
Maintaining a warm and positive classroom environment conducive to learning is a major responsibility of ALL teachers.  Teachers are expected to demonstrate mutual respect, free of sarcasm, ridicule or embarrassment when dealing with the student.  If a discipline problem occurs, teachers must exhaust all efforts in dealing with the problem prior to referral to the office.  Under no circumstances should corporal punishment be administered in the classroom.  Students assigned to you must remain within your visual eyesight for supervision.  Refer students to the administration only when: 

1.  
 You have exhausted all efforts possible; i.e., contacted parents, assigned detentions, referred to the counselor, etc.

2.
A serious student violation of school rules has occurred.  A note must accompany the student to the office.  The action to be taken will be determined by the administrator.  The teacher will be apprised of the action taken.

If a student presents an immediate and serious discipline problem, a reliable student should be sent to the office to summon an administrator.

The Miami-Dade County Code of Student Conduct will be followed.
UNDER NO CIRCUMSTANCES SHOULD STUDENTS SIMPLY BE TOLD TO LEAVE THE CLASSROOM.
CLINIC

(
The school has a small area in the main office designated as the “Clinic.”  It is NOT staffed.
(
The main purpose is to keep students who may become ill comfortable until they can be picked up promptly or administer first aid.  

(
The office personnel will contact the parent(s) or person listed on the student Emergency Contact Card to notify them of the situation and to request that the child be picked up as soon as possible if needed.

(
When sending a child to the “Clinic,” he/she is to be accompanied by two students, with a hall      pass advising clinic personnel of the student’s problem or illness. When a student has been injured, the supervising teacher must complete and submit an Accident Report to Mrs. Starling.
CODE OF ETHICS

All persons employed by the School Board of Miami-Dade County, Florida, are representatives of the Miami-Dade County Public Schools (M-DCPS). As such, they are expected to conduct themselves in a manner that will reflect adherence to this code.  The Code of Ethics of the Education Profession in Florida and the Principles of Professional Conduct for the Education in Florida are to be read and observed accordingly. 

CODE OF ETHICS OF THE EDUCATION PROFESSION IN FLORIDA 

(1) 
The following disciplinary rule shall constitute the Principles of Professional Conduct of the Education Profession in Florida. 

(2)
Violation of any of these principles shall subject the individual to revocation or suspension of the individual educator's certificate, or the other penalties as provided by law. 

(3) 
Obligation to the student requires that the individual: 

(a)
Shall make reasonable effort to protect the student from conditions harmful to learning and/or to the student's mental and/or physical health and/or safety. 

(b) 
Shall not unreasonably restrain a student from independent action in pursuit of learning. 

(c) 
Shall not unreasonably deny a student access to diverse points of view. 

(d) 
Shall not intentionally suppress or distort subject matter relevant to a student's academic program. 

(e) 
Shall not intentionally expose a student to unnecessary embarrassment or disparagement. 

(f) 
Shall not intentionally violate or deny a student's legal rights. 

(g) 
Shall not harass or discriminate against any student on the basis of race, color, religion, sex, age, national or ethnic origin, political beliefs, marital status, handicapping condition, sexual orientation, or social and family background and shall make reasonable effort to assure that each student is protected from harassment or discrimination. 

(h) 
Shall not exploit a relationship with a student for personal gain or advantage. 

(i) 
Shall keep in confidence personally identifiable information obtained in the course of professional services, unless disclosure serves professional purpose or is required by law. 

(4) 
Obligation to the public requires that the individual: 

(a) 
Shall take reasonable precautions to distinguish between personal views and those of any educational institution or organization with which the individual is affiliated. 

(b) 
Shall not intentionally distort or misrepresent facts concerning and educational matter in direct or indirect public expression. 

(c) 
Shall not use institutional privileges for personal gain or advantage. 

(d) 
Shall accept no gratuity, gift, or favor that might influence professional judgment. 

(e) 
Shall offer no gratuity, gift, or favor to obtain special advantages. 

(5) 
Obligation to profession of education requires that the individual: 

(a) Shall maintain honesty in all professional dealings. 
(b)
Shall not on the basis of race, color, religion, sex, age, national or ethnic origin, political beliefs, marital status, handicapping condition if otherwise qualified, or social and family background deny to a colleague professional benefits or advantages or participation in any professional organization. 

(c) 
Shall not interfere with colleague's exercise of political or civil rights and responsibilities. 

(d) 
Shall not engage in harassment or discriminatory conduct which unreasonably interferes with an individual's performance of professional or work responsibilities or with the orderly processes of education or which creates a hostile, intimidating, abusive, offensive, or oppressive environment; and further, shall make reasonable effort to assure that each individual is protected from such harassment or discrimination.

(e) 
Shall not make malicious or intentionally false statements about colleagues. 

(f)
Shall not use coercive means or promise special treatment to influence professional judgment of colleagues. 
(g) 
Shall not misrepresent one's own professional qualifications. 

(h) 
Shall not submit fraudulent information on any document in connection with professional activities. 

(i) 
Shall not make any fraudulent statement or fail to disclose a material fact in one's own or another's application for a professional position.

(j) 
Shall not withhold information regarding a position from an applicant or misrepresent an assignment or conditions of employment. 

(k) 
Shall provide upon the request of the certificated individual, a written statement of specific reason for recommendations that lead to the denial of increments, significant changes in employment, or termination of employment. 

(l) 
Shall not assist entry into or continuance in the profession of any person known to be unqualified in accordance with these Principles of Professional Conduct of the Education Profession in Florida and other applicable Florida Statues and State Board of Education Rules. 

(m) 
Shall report to appropriate authorities any known allegation of a violation of the Florida School Code or State Board of Education Rules.

(n) 
Shall seek no reprisal against any individual who has reported any allegation of a violation of the Florida School Code or State Board of Education Rules. 

(o) 
Shall comply with the conditions of an order of the Education Practices Commission imposing probation, imposing a fine, or restricting the authorized scope of practice. 

(p)
Shall, as the supervising administrator, cooperate with the Education Practices Commission in monitoring the probation of a subordinate. 

CODE OF STUDENT CONDUCT

The Code of Student Conduct delineates the behavior expected from students. 

(
Students who commit violations of the Code of Student Conduct may be subject to suspension.  

(
Based on the severity of the violation, students may additionally be recommended for     administrative placement to an opportunity school, or expulsion.
For detailed information on the Code of Student Conduct please review it at http://www.dadeschools.net 
COLLECTION OF MONIES

 (
Money collected for school pictures, insurance, or special activities, etc., must be submitted to Mrs. Craig DAILY in an envelope with a RECAP OF COLLECTION sheet listing the students’ names and the amount of money for each.

 (

No money should be kept by teachers overnight.  

 (
Any activity involving collection of money must be approved by the Principal before implementation.
COMMITTEES

A series of committees are established every year at the school to accomplish different objectives all intended to enhance student achievement and the overall character of the school as an institution committed to the overall culture of its members.

(
Each committee must select a Chairperson and Co-Chair.
(
The Chair will be responsible for scheduling meetings, setting up the agenda, and setting the pace of the meetings.  He/she must also make sure that the outcomes of the meeting are disseminated to the staff.  

(
The Chair must make certain that the goals of the committee are being met.  

(
The committee Chair is to work directly with their respective administrator.
COMMUNICATION FROM THE SCHOOL

(
Communication generated, displayed, forwarded and distributed to parents, students, colleagues, agencies, and community should reflect the professional and intellectual level of the school. 

ALL LETTERS SENT HOME TO PARENTS MUST BE APPROVED BY THE ADMINISTRATION

(
No form of written communication such as letters, memorandums, e-mails, announcements, forms, notices, flyers, etc., bearing the school’s letterhead or the school’s name in any way are to be sent without prior review and approval by the Principal.

COMPREHENSIVE RESEARCH-BASED READING PLAN (CRRP)

The CRRP is Miami-Dade County Public Schools’ commitment to provide all students with explicit and systematic reading instruction that will afford them varied opportunities to reach high proficiency levels in reading as prescribed by the Sunshine State Standards. 

Students will:

(
Receive initial explicit and systematic instruction in the six essential components of reading (oral, phonemic awareness, phonics, fluency, vocabulary, and comprehension) through differentiated instruction utilizing research-based materials 

(
Be assessed utilizing three types of assessment tools to effectively identify students’ needs (screening, diagnostic, and progress monitoring) and guide instruction

(
Receive immediate intensive intervention when needed utilizing research-based materials. 

(
Be strongly encouraged to read daily and independently to enhance knowledge and skills development

COPY MACHINE & COPY REQUESTS
ONLY MATERIAL CONSIDERED ABSOLUTELY NECESSARY TO SUPPORT THE LEARNING PROCESS SHOULD BE COPIED. ALL COPIES MUST BE SUBMITTED TO THE GRADE LEVEL CHAIRPERSON FOR REVIEW. COPY REQEUST FORMS CAN BE FOUND IN THE MAIN OFFICE. 

GRADE LEVEL CHAIRS WILL SUBMITT THE REQUEST TO THE OFFICE. COPIES WILL BE PREPARED WITHIN 48 HRS OF THE REQUEST. 
COPYRIGHT LAW

You may make a single copy of:

· a chapter from a book,

· a periodical or newspaper article,

· a short story, short essay or poem,

· a chart, graph, diagram, drawing, cartoon or picture. 

You may make multiple copies of:

· 249 words or less from a poem,

· a complete article, story, or essay, if less than 2,500 words,

· an excerpt from prose, if less than 1,000 words or 10% of work, whichever is less,

· one chart, graph, diagram, drawing, cartoon or picture per book or periodical.

You may not make a copy of:

· works to take the place of an anthology,

· “consumable materials” such as workbooks or standardized tests.

You may not make multiple copies of:

· anything that has already been copied for another class in your school,

· work from the same author more than once per term,

· the same collection or periodical issue more than 3 times per term,

· works more than 9 times per term,

· works for other teachers or their students.
CORPORAL PUNISHMENT

School Board Rule (6Gx13SD1.07) prohibits the use of corporal punishment.  Staff members may not use of rulers, paddles, or other instruments for the administration of corporal punishment, no matter how lightly administered, or even as a threat to administer corporal punishment. 

(
Students are not to be asked to stand for any period of time as a means of punishment. 

(
Restraining force may only be used by trained personnel and be applied in order to prevent a
      student from injuring self or others.

(
Force used beyond restraining force is not allowed.

Any violations of the aforementioned will be reported to the Miami-Dade County Public Schools Police Department, Office of Professional Standards, and Department of Children and Families.

CUMMULATIVE RECORD FOLDERS (CUMS)

(
Teachers are responsible for the CUMS of their students.

(
Teachers must make sure there is a CUM for each of the assigned students.  Missing CUMS must be reported immediately to the Registrar.

(
CUMS must be updated at the beginning and at the end of each school year by the homeroom teacher and/or any other teacher who services the students (i.e.: Spanish, ELL, SPED, Gifted, etc.), 

(
Blue ink pens must be utilized when completing any information in/on a student’s CUM.  All entries must be accurate and neatly written.

(
CUMS may be checked out by the teacher(s) servicing the student through the Registrar by signing out and in when returning the CUM on the same day (CUMS may not be left out of the office overnight).
(
The CUM checklist form should be used at the end of the year to ascertain that all applicable documentation is in place and in the correct order in each CUM.

Records of students’ past achievements in courses of study and on standardized tests are used to:

1. aid teachers in understanding their students’ past achievements and future potential

2. screen students for remedial and advanced courses

3. aid in educational and vocational counseling


CAUTIONS

1. The information in the cumulative record folder is confidential. Information contained within the cumulative records is not to be shared with anyone, including the guardian, without authorization from the Principal.

2. Volunteers, parents, and students are not to handle cumulative record folders.

3. Cumulative records must never be taken from the school grounds nor are they to be left in the classroom overnight.

4. The cumulative records are located in the main office under the supervision of Mrs. Starling.

5. Items in the cumulative folder should be organized according to the checklist provided by administration.
6. Parent requests to review folders must be referred to the Principal.

CUSTODIAL STAFF

The custodial staff works diligently on a timed schedule to maintain the entire school as clean and neat as possible.  However, custodians are not expected to clean rooms that are unnecessarily littered.   

(
Teachers should make an effort to have students pick up after themselves daily in order to alleviate unnecessary cleaning tasks.  Chairs should be stacked by students at the end of the school day.

(
Notify the Principal immediately if a classroom or other area is left unclean or if any area is out of soap, toilet paper, or paper towels.

(
Custodial assistance needs to be requested via email to administration.
DATA CHATS

In order to better serve our students, and ensure their continuous progress and success, quarterly student and teacher data chats will be scheduled in order to review the current academic standing of all students, and as a vehicle to prescribe the appropriate interventions in accordance with the MSSST/RtI model for Problem Solving. 

Please be prepared to conduct these meetings with students and/or attend these meetings with the school’s Leadership Team by completing all assigned forms and gathering all pertinent information through the Edusoft system. Support will be provided y the Academic Coaches throughout the process. 
DEPARTMENT/GRADE LEVEL CHAIRPERSON 

The grade level chairperson reports directly to the Principal, and works with the Assistant Principal on a regular basis. They coordinate all activities as so designated by the Principal. 

DETENTIONS

(
Students in grades K-5 may be kept after school for detention.

(
A detention form must be completed by the teacher and signed by the parents before a detention can take place.

(
Parents must be given at least a twenty-four hour notice so that they can make arrangements for transportation if necessary.

DISCIPLINE 
Keeping students engaged in the learning process is the best preventive discipline.   Doing this requires careful planning and excellent classroom management.  

(
Start the day promptly at 8:20 a.m. for Pre-K thru First grade and 8:35 a.m. for Second thru Fifth grade.
(
Supervise students at all times. 
(
Set the tone and establish clear, fair, and comprehensive classroom rules and procedures the first day of school.

(
Display and review these rules and procedures the first day of school and periodically thereafter. 

(
Ascertain that students are aware of the CODE OF STUDENT CONDUCT.

(
Arrange classroom to accommodate the safety of the students, the instructional cycle, and the learning needs of the students, paying particular attention to literacy and hands-on activities materials.

(
Contact parent(s) to address behavior problems before referring students to the office.  All parent contact MUST be documented in the “Parent Contact Log” .
(
Extreme disruptive behavior MUST be immediately referred to the Assistant Principal or Principal for action, together with a completed Student Case Management referral (SCM) Form.
Corridors are to be as quiet as possible at all times so that the teaching and learning taking place in the classrooms is not interrupted.  The following guidelines should be observed:

(
Teachers and/or supervising staff member should make sure students know and understand the rules they need to follow.
(
Students moving from one area/classroom to another should walk quietly in a single-file line.

(
Students moving from one area/classroom to another must be supervised by a teacher at all times, who should walk next to the students at the end of the line to have visual control of the group in movement.

(
Any directive/instruction given to students while in the corridors must be done as quietly as possible, avoiding loud voices.
THE FOLLOWING DISCIPLINARY ACTIONS SHOULD NEVER BE USED

1. Corporal punishment of any kind (hitting, pinching, pulling, pushing, standing, grabbing, etc.)
2.    Sending a child to stand outside the classroom without supervision
3. Making a child leave the classroom without supervision
4. Having a child write lines
5. Assigning extra Home Learning or class work
6. Humiliating a child in any way (i.e. verbal or physical)
7.    Punishment of the entire class
Student Case Management (SCM) 
(
A SCM is used as documentation for recording specific student behaviors. 

(
The SCM must be filled out entirely including the student’s ID number and parent contact information.

(
A complete description of the words and actions observed must be specifically detailed.  
Do not use general terms.  

(
A child should not be sent to the office without a SCM referral form.  
THE SCHOOL-WIDE DISCIPLINE AND POSITIVE BEHAVIOR PLAN WILL BE PROVDIED DURING THE OPENING OF SCHOOL FACULTY MEETING


 

DISMISSAL

	Grade Level
	Day of the Week
	Dismissal Time

	Pre-K to grade 1
	Monday through Friday
	1:50 p.m.

	2nd to 5
	Monday, Tuesday, Thursday, Friday
	3:05 p.m.

	All grades
	Wednesday
	1:50 p.m.


(
Teachers and students must not leave the classroom before the “dismissal time” above.

(
Students are to be escorted by the teacher to the designated dismissal gate/area where “Parent Pick-Up” students will be asked to sit in an orderly fashion as they wait, and “Walkers” will be escorted to the side-walk to be released.

(
Teachers should remain with their students until 2:20/3:20 pm.  Students that have not been picked up by 3:20 pm will remain under the supervision of designated personnel (i.e., School Security, Assistant Principal, etc.)
A MEMORANDUM WITH SPECIFIC ARRIVAL AND DISMISSAL PROCEDURES, AS WELL AS DESIGNATED POSTS FOR ALL FACULTY AND STAFF, WILL BE PROVIDED DURING THE “OPENING OF SCHOOL” MEETING.
DRESS CODE - Staff

All persons employed by Miami-Dade County Public Schools (M-DCPS) are representatives of the school system.  As such, they are expected to dress in a manner that reflects professionalism.  Ethel F. Beckford Richmond Elementary School takes pride in having a staff that dresses in an appropriate manner for the school day.  Due to the nature of our profession, we are role models for our students and should therefore dress accordingly.  
DRESS CODE - Students

Ethel F. Beckford Richmond Elementary School is a mandatory uniform school as voted by the parents. Students are required to wear their uniform to school every day. Teachers are to ensure that students adhere to this dress code, particularly paying attention to the following:

· Students must wear Yellow or Light Blue Top with Khaki or Navy Blue Pants. 

· A belt must be worn. 
· Hats/caps should not be worn in school except for religious purposes.

DRUG FREE WORKPLACE

Miami-Dade County Public Schools and its employee unions recognize that substance abuse in our nation and our community exacts staggering costs in both human and economic terms.  Substance abuse can be reasonably expected to produce impaired job performance, lost productivity, absenteeism, accidents, wasted materials, lowered morale, rising health care costs, and diminished interpersonal relationship skills.  Miami-Dade County Public Schools and its employee unions share a commitment to solve this problem and to create and maintain a drug-free work place.

Miami-Dade County Public Schools is responsible for the instruction and well-being of the students entrusted to its care.  A consistent message needs to be communicated to Miami-Dade County Public Schools students; the use of illegal drugs, the abuse of alcohol, and the misuses of prescription drugs are unacceptable.

Policy Statement - Illegal Drugs

Drug abuse by employees interferes with the educational and work process, and compromises the safety and well-being of staff and students.  Employees are expected to conduct themselves in a manner consistent with the following provisions:

A.
Employees on duty or on School Board property will not manufacture, distribute, dispense, possess or use illegal drugs, nor will they be under the influence of such drugs.

B.
Employees on or off duty will not influence students to use or abuse illegal drugs.

C.
An employee convicted of any criminal drug statute violation occurring in the work place shall notify Miami-Dade County Public Schools no later than five (5) days after such a conviction.
ELECTRONIC GRADEBOOK

The Electronic Gradebook is an official “legal” document required by state law.  It can be summoned in any court case as a legal record of grades and attendance where this information is deemed binding and relevant.  Therefore, the necessity for accuracy, neatness and consistency in recording cannot be over emphasized.  
All teachers will maintain an accurate and up-to-date electronic gradebook.  Teachers will collect and record grades for the subjects for which they are responsible.  

Refer to the Gradebook Teacher Reference Manual for specific information of its use.  If you are new to the school, do not have a copy, or need assistance with the gradebook, see the Gradebook Manager.

(
An average of two grades per subject per week for the basic skill subjects and one grade per week for other subjects is recommended in order to provide a clear picture of students’ academic progress.

(
Assignments must be meaningful and correspond to what students should know and be able to do as prescribed by the Next Generation Sunshine State Standards.  

(
  Grades should reflect a variety of activities such as tests, classwork and special projects.
(
  Specific notations should clearly indicate the purpose for which the grade is posted.

AT THE END OF EACH GRADING PERIOD teachers should observe the following: 

· Follow the End of Nine Weeks Procedure for the Reference Guide Gradebook Teacher Manual. 
All teachers will follow M-DCPS procedures and School Board rules to the collection and recording of students’ grades.  NO VOLUNTEERS MAY ENTER GRADES IN THE ELECTRONIC GRADEBOOK.

EMAIL & TECHNOLOGY
Email is now the primary method of communication between most school stakeholders. It is your professional responsibility to check your email at least twice a day – upon arrival and prior to departure – in order to maintain yourself informed of all current situations, upcoming deadlines, assigned tasks, and the status of scheduled meetings/activities. 
Please refrain from moving or disconnecting any of the computer stations located in your classroom. Instruct your students to treat all equipment with respect and care. Provide the students a list of rules or guidelines for the use of technology. Please post these rules in a visible area near the computer stations to serve as a reminder. 

If you face any technology issues, or have a technology request, please place a HEAT ticket through your Employee Portal, as soon as possible, in order to receive the necessary services from the school’s Microtechnician. All HEAT ticket entries will be monitored by the school’s Assistant Principal in order to ensure that services are rendered. 

EMERGENCY IN THE CLASSROOM

In the event of an emergency situation requiring the assistance of an administrator, calling the office will immediately dispatch appropriate personnel to the classroom to provide assistance. 

EMERGENCY CODE – School-wide

In case of emergencies, the following codes will be announced over the P.A. system:

(“CODE BLACK.”  This code is used in the event of a tornado threat. An “all clear” announcement will be made when the threat is over. 
(“ LOCKDOWN CODE RED. LOCKDOWN CODE RED.”  This code is used if a proximal threat to students and staff exists on campus.   An announcement will be made and all staff and students should remain in lockdown mode until an “all clear” announcement is made (see Emergency Procedures Memorandum).
( “LOCKDOWN CODE YELLOW. LOCKDOWN CODE YELLOW.”  This code is used in the event a potential known threat to student and staff safety exists within the community.  An announcement will be made and all staff and students should remain in lockdown code yellow mode until an “all clear” announcement is made. (see Emergency Procedures Memorandum).
EMPLOYEE-STUDENT RELATIONSHIPS
All School Board personnel are strictly prohibited from engaging in unacceptable relationships and/or communications with students.  This includes, but is not limited to the following: dating, any form of sexual touching or behavior; making sexual, indecent or illegal proposals, gestures or comments (whether in person or electronically); and/or demonstrating any other behavior which gives an appearance of impropriety.

ENTRY TO THE SCHOOL BUILDING AFTER HOURS

Official permission must be obtained from the Principal to enter the school building during hours that the school is not officially open for school business.

EQUIPMENT

All school equipment is the property of Miami-Dade County Public Schools (M-DCPS) and should remain on the school campus at all times.    In the event it is necessary for any equipment to leave the school campus, prior authorization must be obtained from the Principal by completing and submitting such request accordingly.   Forms are available through Mrs. Craig. 
Audio-Visual Equipment
Equipment, such as tape players and overhead projectors among others, may be checked out through the Media Specialist for use in the classroom during the school year.  The equipment becomes the responsibility of the teacher who checked it out, and must remain in the teacher’s classroom until returned to the Media Specialist as per closing of school procedures.  Use of any other equipment necessary for special events/presentations must be arranged/scheduled through the Media Specialist ahead of time.

(
Damaged equipment must be reported or returned to the Media Specialist for repair.  

(
Media items are to be transported by adults only.

EQUIPMENT/REMOVAL OF SCHOOL EQUIPMENT


Protection of Equipment
1. It is imperative that equipment assigned to you is not moved or borrowed. In the case this needs to occur, you must notify the Media Specialist.

2. It is mandatory that teachers and other staff members leave no money in rooms overnight.

3. If room keys have been stolen or lost, report it to the Principal immediately.

4. Any criminal incident that requires investigation needs to be reported to the Principal immediately.

5. Immediately report all lost, stolen, or missing equipment to the Principal.

FACULTY MEETINGS

Faculty meetings are intended to convey important information, provide instruction and guidance of important tasks, exchange ideas, and promote staff interaction.  This practice is vital to the effectiveness of the overall school operation and processes. 

Emergency Faculty Meetings may be scheduled from time-to-time, in which case an announcement will be made.
Attendance at these meetings is mandatory.

To be excused from a Faculty Meeting, you must see the Principal.
FIELD TRIPS

Field Trips are permitted if they have value in meeting educational objectives, are directly related to the curriculum, or are necessary to the fulfillment of obligations to the interscholastic athletic and activity program. All field trips must be approved by the Principal prior to informing students and parents.  In the planning of field trips, absences from school should be restricted to the least number of days possible.  The educational purpose and length of the field trip must be approved by the Principal and submitted to the region superintendent for approval.  Provisions for students to make up the assignments for classes missed due to participation in field trips must be in accordance with procedures outlined in Board Rule 6Gx13-5A-1.04 Student Attendance.   A signed parental permission form must be on file at the school prior to each student’s participation.

Students shall not be denied the privilege of participating in a field trip because of financial hardship.   If a teacher is uncomfortable taking a student on a field trip due to discipline problems, the parent should be informed of this and given the opportunity to attend the field trip to take responsibility for the child.  Clubs and/or organizations shall provide funds from fund-raising activities to assist students with demonstrable needs.   Also, a list should be submitted to the cafeteria designating free and reduced lunch status and food needs at least two weeks prior to the field trip.  (No Exceptions.)
RULES, REGULATIONS, AND PROCEDURES
Field trips should be fully planned and organized by teachers under the direction of the chairperson who will seek approval from the school Principal. In order to ensure that this process is followed in a timely manner, please refer to the Field Trip Procedures document included in the Faculty Handbook.
Ensure that you have enough chaperones prior to the trip (1 to 15 – chaperones to child ratio).  The trip will not take place unless you meet the required ratio. Some places require 1:10, if that is the case, be sure to follow that ratio.  Please remember that all chaperones must be on the registered volunteer list before you complete your packet.

All primary students (Pre-K – 1st grade) must wear name tags.
BUS TRANSPORTATION

Private bus lines may be contracted to provide transportation for the field trip.  Make sure to use a company that is on the MDCPS Approved List and verify this information. 

At the conclusion of the trip, the requesting teacher must sign the voucher for payment of the driver.  Never sign a blank form; verify all the information on the form is correct.

When filling out the Recap of Collection Form, make sure that you list each student’s name with the amount collected for each student.  Once all the student names, and amount paid by each have been listed, you need to total the amount collected and sign the recap form.  Once completed turn it in to the treasurer with the money. This form must be completed on a daily basis when money is collected.

**IMPORTANT**
No stops can be made during a field trip except those shown on the field trip request form.  This is a firm rule and must be followed.

Provisions must be made for the proper supervision of students by school employees.  Certified parent volunteers are not permitted to assist in such supervision.  The adult/student ratio shall be 1:15 or less.

*CHAPERONE/ VOLUNTEER GUIDELINES: School–site employees of the school sponsoring the field-trip as well as the volunteers who have been cleared by the MDCPS School Volunteer Program (application completed, entered online, background check processed and approval received from the District) are permitted to serve as chaperones for field trips, so long as the person is aged 21 or older.

Chaperones for Field Trips

Volunteers should have Level 1 Clearance for day field trips, and Level 2 clearance, which requires fingerprinting, for overnight field trips.

A. Non-school site employees must be cleared as Level I or Level II volunteers (based on the type of trip) before they can assist with students. (See VOLUNTEERS section for more information.) 

B. Pre-schoolers or children not registered at the school sponsoring the field trip may not accompany chaperones on field trips. 

C.
Chaperones are responsible for student safety above all else. 

D.
Chaperones must check attendance periodically and know the whereabouts of the participants at all times. 

E. 
Chaperones must be 21 years of age or older, even if the person is an M-DCPS employee. 

F.
One chaperone per 10 students is required and considered an appropriate proportion. 

G.
Chaperones on out-of-town trips assume 24 hour-a-day responsibility. You are always “on duty.” 

H.
No chaperone is to share a room with students. 

I.
If a student group has members of each sex, then chaperones of each sex should accompany the group. 

J.
Chaperones bear the increased responsibility for student safety and conduct. Chaperones serve in “loco parentis.” 

K.
Chaperones are required to remain with the group at all times. 

VOLUNTEER POLICIES

· Pre-school children, or any other children not registered at the school sponsoring the field trip, may not accompany volunteers/ chaperones on field trips.

· Volunteers/chaperones may not be left alone to supervise students.  The visual and auditory presence of an MDCPS employee must be maintained at all times.  

· Volunteer/chaperones must wear an identifying badge whenever serving as a volunteer.

FIRE DRILLS

A fire drill exit map is posted at each exit in each classroom.  Fire drills are executed without warning and can be inspected by the Metro Fire Department.  Be sure children are familiar with the exit patterns and the following procedures:

1. The signal is fire alarm sounding.
2. Account for all students by taking your class list with student information (Name, ID, Parent Contact Information, etc.)
3. Ensure all students are accounted for once classes arrive at designated area.

4. Teachers should take emergency contact cards, or if classes are departmentalized, teachers must take pertinent information for the students they are teaching at the time of the fire drill.  This will facilitate accounting for all students.
5. Leave substitutes specific information related to emergency evacuations.

6. Walk in a line:  Students need to walk and stay in a line (single file).  A line means walk right behind the person in front of you.  If students are walking next to someone, they are not in line.

7. Students need to remain quiet during the fire drill so that they can hear all directions from teachers.

8. Stay up with the class.  Students should not lag behind the class.  They must be within hearing distance of the teacher.  If you walk in front of the line, you will not be able to see all your boys and girls.  Instead, it is strongly suggested that you walk by the students (middle).

9. No horsing around!  Safety is our first concern.  We must all take the drill seriously.  There should be no running, jumping, throwing things, tripping, kicking, touching, yelling, etc.
Students who are in the media center, the bathroom or otherwise not with a teacher at the sound of the fire alarm, are to leave the building at the nearest exit and join their class outside the building.  Students at physical education or supervised play are to make a straight line at the signal.  We are judged by the Fire Department on behavior as well as on the time it takes everyone to evacuate the building.  
FOOD AND DRINK

Eating and/or drinking while performing one’s duties or while walking in the hallway conveys an un-professional image, can lead to the danger of scalding hot drinks, and has led to many unnecessary clean-ups.  Staff members may eat and/or drink in the teachers’ lounge or in the cafeteria.
FUND RAISING DRIVES (SELLING OF MERCHANDISE OR SERVICES)

In order to provide the employees with the opportunity for united participation in the financial support of the services performed by the humanitarian agencies of this community, an annual United Way drive among school personnel is approved.  No other fundraising is to be conducted among school personnel.  Under no circumstances should a school employee capitalize on his/her position in the Miami-Dade County Public School System to sell merchandise or services.  To do so is a violation of School Board Rules.

Under no circumstances are students to be used for the purpose of money collection to or from any staff member. Any Fund Raising activity must be approved by the Principal. Do not collect any money without prior approval.
GRADING PROCEDURES

The School Board of Miami-Dade County, Florida has taken major steps to establish standards for the school district for reporting student progress. The steps consist of the adoption of Board Rules 6Gx1 3-SB-i.01 and 6Gx1 3-SB-i.04, the adoption of the Code of Student Conduct, and the passage of the Student Progression Plan for the M-DCPS.

Students in Kindergarten will receive the letter grades E, G, S, M, or U.  All students in grades 1-5 receive letter grades of A, B, C, D, or F.  

Interim Progress Reports should be sent home by midterm of each nine week grading period for every child.  These reports should reflect the child’s progress, or lack of progress.  Parents must be notified in writing any time during a grading period when it is apparent that the student may fail or is performing unsatisfactorily in any subject.  No student can receive a grade of M, U, D or F on the report card in academics or conduct, or a 3 in effort, unless this was indicated on the Interim Progress Report sent home previously to the parent.  The signed Interim Reports must be on file.
An electronic copy of the Interim Progress Reports will be kept in the main office. 
GRADING SCALE

	GRADE
	NUMERICAL

     VALUE
	VERBAL

INTERPRETATION
	GRADE POINT        AVERAGING

    VALUES          GRADES

	A
	90 – 100%
	Outstanding Progress
	            4            A=4.00-3.50

	B
	80 -   89%
	Above Average Progress
	            3
            B=3.49-2.50

	C
	70 -   79%
	Average Progress
	            2            C=2.49-1.50

	D
	60 -   69%
	Lowest Acceptable Progress
	            1            D=1.49-1.00

	F
	0 -   59%
	Failure
	            0            F=.99-below


GRADING CRITERIA

Grading Student Performance

By Board direction, academic grades are to reflect the student's academic progress. The grade must provide for both students and parents a clear indication of each student's academic performance as compared with norms, which would be appropriate for the grade or subject.  Students performing at a level in the basic skills which meets the requirements for promotion specified in the Student Progression Plan should receive academic grades of A, B, C, D, F or I unrelated to the student's effort and conduct. Grades in all subjects other than the basic skills are to be based on the student's degree of mastery of the instructional objectives for the subject.  The determination of the specific grade a student receives must be based on the teacher's best judgment after careful consideration of all aspects of each student's performance during a grading period.

1.  Kindergarten

    
E = Excellent progress

Code “E” (90-100%) indicates that the kindergarten student has

demonstrated mastery of instructional objectives appropriate for the

kindergarten program. The student consistently performs at a level

above that which is expected in the kindergarten program.
G = Good progress

Code “G” (80-89%) indicates that the kindergarten student has

demonstrated above average mastery of instructional objectives

appropriate for the kindergarten program. The student consistently

performs at a high level in the kindergarten program.
S = Satisfactory progress. Progressing toward grade level

Expectations

Code “S” (70-79%) indicates that the kindergarten student has made

satisfactory progress in mastering instructional objectives

appropriate for the kindergarten program. The student is performing

at a level which will permit him/her to successfully complete the

essential objectives of the kindergarten program.

M = Minimal progress

Code “M” (60-69%) indicates that the kindergarten student has

mastered the minimal instructional objectives for the kindergarten

program. The student consistently performs at the lowest

acceptable level in the kindergarten program.

U = Unsatisfactory progress

Code “U” (59% and below) indicates that the kindergarten student

has not mastered the minimal instructional objectives for the

kindergarten program. The student consistently performs below

acceptable levels in the kindergarten program.
2.  
Grades 1-12

In grades 1-12, a common report card grading system is to be

used. Academic grades for students shall be “A”, “B”, “C”,
“D”, “F”, or “I” (secondary only). A brief explanation of the

grades used in grades 1-12 follows:
A    
A grade of "A" (90-100%) indicates that the student has

demonstrated outstanding progress in the subject

and/or the skills area. The student consistently

performs academically at a level which is considerably

higher than that of the typical student in the same

program or course. The student has mastered skills

well above those required for successful completion of

the instructional program and has demonstrated an

understanding of and an ability to utilize the content of

the program effectively. An "A" student will have

achieved and exceeded all of the instructional

objectives and competencies established for the

subject/course during the grading period.
   
 B
A grade of "B" (80-89%) indicates that the student has

demonstrated above average but not outstanding

progress in the academic area. The student

consistently performs at a level above that which is

expected of the typical student in the same program or

subject. The student has mastered content skills

beyond those required for successful completion of the

instructional program. The "B" student will be

progressing at a rate that will enable him/her to have

achieved virtually all of the instructional objectives and

competencies established for the subject being graded.
    
C  
A grade of "C" (70-79%) indicates average progress.

The student performs at an average level in terms of

mastery of skills/performance standards and/or

content of the program. The student's rate of

progress permits mastery of more than the minimal

instructional objectives and competencies of the

program.
    
D  
A grade of "D" (60-69%) indicates the lowest

acceptable progress in the mastery of skills and other

course content and indicates that improvement is

needed to achieve a satisfactory level of academic

performance. The student's rate of progress is such

that the minimal instructional objectives and

competencies for the program will be mastered.

F  
A grade of "F" (0-59%) indicates failure. Students

functioning at this level are not mastering the minimal

objectives and competencies required in the regular

instructional program.  

I  
A grade of "I" (0) indicates performance insufficient to

permit an evaluation. Secondary school students

performing at this level may have their grade adjusted

upon presentation of the required assignments. An

incomplete grade for an annual or semester course

must be resolved no later than two grading periods

following the issuance of the incomplete grade.

Extenuating circumstances may be approved by the

principal.

CODE COMMENT:

01 Receiving bilingual instruction in this subject

02 Language Arts/Reading grade received within the ESOL grade

03 Please arrange for a parent/teacher conference

04 Understands and accepts responsibility

05 Receiving instruction in English using ESOL strategies

06 Demonstrates qualities of a model student

07 Puts forth maximum effort; very cooperative

08 Requires close supervision

09 Requires special help in following directions

10 Needs improvement in classroom behavior

11 Absences/tardies have seriously affected progress

12 Possesses leadership qualities

13 Is very self-directive; can work independently

14 Fails to complete required assignments

15 Shows excellent class attitude

16 Much improvement shown this grading period

17 Well prepared for class

18 Does not participate

19 Unprepared for class

20 Not used

21* Working below grade level

22* Working above grade level

23 Not used

24** Credit withheld due to excessive unexcused absences

25 Dual language instruction is provided in this subject

26 No grade awarded due to student=s alternate assignment

27 Not used

28 Not used

29 Grade withheld pending parent/teacher conference

30 Not used

31 Insufficient attendance for grade

32** Summer school recommended

33 Grade assigned is average of grades accumulated to this point.

34** Met computer literacy requirement

35** Met community service requirement

36** Demonstrates exemplary community service

37 Not used

38 Not used

39** No grade received because of limitations in evaluating progress

40 Override comment 45

41 Receiving academic assistance in this subject

42 Needs to be supervised when completing homework

43* Has progressed beyond this level of instruction

44* Has not progressed to this level of instruction

45 Low academic performance could cause retention in this grade

46 No longer taking this subject

47 Requires assistance and/or prompting to complete tasks

48 Curriculum has been modified

49** No final grade assigned due to limited time of enrollment

50 Grade earned at other location

* = Elementary only ** = Secondary only

Kindergarten comments are to be written on the progress report.

GUESTS/GUEST SPEAKERS

If you plan on having a guest or a guest speaker, you must request approval from the Principal. On days when such guests are in the building, please notify the administration. GUEST SPEAKERS MUST GO TO THE MAIN OFFICE TO SIGN IN. 
HALL PASSES

Students must have a hall pass at all times when leaving your classroom.  All students found in the hall without a hall pass will be sent back to their classroom. Please do not send students out of your room to deliver your personal messages during instructional time.  Students should leave the room only for restroom use or if an emergency arises.

HOME LEARNING

The Miami-Dade County School Board’s policy on Home Learning emphasizes the importance of reading and encourages parents to become involved in the implementation of the Home learning guidelines, which include a marked emphasis on reading.  Regular and purposeful Home Learning is an essential component of the instructional program.  Home Learning is a vital factor in fostering academic achievement of students and in maximizing the relationship between the school and the home.  The revised School Board policy increases the time allotments for Home Learning.  In addition, it recognizes the critical importance of reading across all disciplines and reflects a commitment to the improvement of student achievement through increased reading.  The policy directs that reading be emphasized as an integral part of each Home Learning assignment. 

Teachers shall consider the grade level of the child, degree of difficulty of the subject, the maturity of the child, the child’s instructional need, the purpose of the assignments, and the length of the assignments.  The staff shall also assure the value of the assigned Home Learning, which is an extension of classroom instruction, clear and definite in purpose, and clearly relates to the objectives being pursued in the classroom, keeping in mind that Home Learning assignments should be review work.

	Grade Level
	Frequency
	Total Daily Average

(All Subjects)

	K-1
	Daily (5 days per week)
	30 minutes

	2-3
	Daily (5 days per week)
	45 minutes

	4-5
	Daily (5 days per week)
	60 minutes

	All Grades
	Daily (5 days per week)
	Reading for 30 minutes in addition to above stated time.


Please be advised that Home Learning should not take any more time than that stated above. It is imperative to receive assignments of quality not quantity.  It is necessary to devise a schedule with your teams so that students do not receive excessive home learning assignments. 
INCIDENT REPORTING

For detailed information see the Incident Reporting Document included in your Faculty Handbook.
INTERNET/COMPUTER USE

The use of the computer and the internet is for school purposes only.  Personal use (such as e-mail) is not permissible. Please refer to the Acceptable Use Policy for the Network included in your Faculty Handbook.
KEYS

The Principal of the school is responsible for the school; therefore, he/she oversees the issuance of all keys.  At no time is a child allowed to have a key that fits any lock, door, or cabinet in the school building. All keys issued are to be strictly accounted for, and in case of loss, a report should be made immediately to the Principal.   You must return all keys checked out in your name before the last work day of the school year.
LEAVING CAMPUS DURING THE SCHOOL DAY

Staff members are permitted to leave the campus during their designated lunch period without administrative approval, however, they must sign out at the time they are leaving the building and sign in upon returning. The sign out book is located in the main office.  Persons who find it necessary to leave the campus at any other time during the work day must have approval from the Principal and must also sign out and in as stated above.

LESSON PLANS / PACING GUIDES / FOCUS CALENDAR
Good teaching results from realistic planning; good PLANS are reflected in systematic and effective teaching. Classroom teachers are required to develop weekly lesson plans, which shall reflect one or more objectives, activities, Home Learning assignments, and a way of monitoring student progress.   
Lesson plans shall be available to the Principal or assistant principal during classroom visits or immediately prior to an official observation.

To ensure that the appropriate scope and sequence of the instructional program are maintained, all teachers shall retain their lesson plans for the current school year for review by the Principal or assistant principal upon request.

The plans you have in your lesson plan book should be observable on a given day in your directed instruction with a group of students.  Materials to be used with each lesson needs to be prepared in advance and at your fingertips to utilize instructional time to the best advantage.  If you plan to use audio-visual materials, they should be in the room and ready for presentation. Remember, anyone should be able to teach from your plans.

If you are aware of an absence, be sure objectives and thorough plans are left for the substitute.  Emergency plans should only be used when you have an emergency and are unable to report to work.  Updated three (3) day emergency plans must be maintained at all times. It is the teacher’s responsibility to replenish emergency substitute plans.
EMERGENCY TEMPORARY INSTRUCTOR PLANS

All teachers are to complete three daily emergency temporary instructor plans for use by temporary instructors.  These are not regular plans that you would prepare if you knew you were going to be out.  These will be used only in case of an emergency during your absence.  Plans should be updated and replenished on a timely basis, as needed.  Updated emergency plans are kept on file in the CUM room.  The plans should consist of appropriate work that will keep the students occupied for the duration of the day/period.  

Ensure that your PLANS contain:

1.  Your class roster
2.  Seating Chart
3.  Daily Schedule with special programs for identified students
4.  More plans than you would expect to be covered each day
5.  Procedure for taking attendance
6.  Indicate names of 2 or 3 students who can be good helpers. Identify those    

     students whom need firm control but please be cautious not to make negative comments.
7.  Classroom Rules are evident 
   8.  Various reading, math, and special groups are identified.   
LOST AND FOUND

All lost and found articles other than books from students are to be taken to the Main  office.  All lost and found books, however, are to be returned to the teacher who issued them or to the  Assistant Principal. Items lost by adults will be returned to the main office.

Students are to be informed that they should check with the Main office to see if a lost item has been recovered.  Please urge students to request that parents label such items as sweaters, jackets, lunch boxes, notebooks, etc.  

LOUNGE

The lounge is the designated area for staff members to enjoy their lunch.    Staff members are not allowed to consume food and/or beverages in the classroom, in front of the students, or in the hallway.    
The appropriate maintenance of our lounge requires the cooperation of all staff members.  Please pick up after yourself, when dining at the table, just as you would do in your own home.  Personal items stored in the refrigerator should be cleaned out by the end of each week.  All items will be discarded on the last day of each week. 
DO NOT SEND students to the teachers’ lounge or to the cafeteria to purchase food or drinks, or to get ice or water.
MAILBOX CHECK

Please check your mailbox when you arrive, during your planning period, and before leaving in the afternoon.  DO NOT SEND STUDENTS TO PICK UP MATERIALS FROM YOUR MAILBOX. 
MEDIA CENTER

The Media Specialist is responsible for the issuing and collecting of audiovisual equipment.  Notify him/her immediately if any equipment is not functioning satisfactorily. Please return materials and equipment as soon as you are finished with them.  Please be sure to return them in a manner which makes them ready for the next teacher. Attach a note to any material that is incomplete indicating the missing and/or defective parts. 
SCHEDULING TIME IN THE MEDIA CENTER

1. To schedule a lesson with the Media Specialist, please see the Media Specialist at least two weeks in advance to collaborate.

2. Prior to visiting the Media Center, advise your students of proper behavior standards and expectations. Please stress proper care of all materials.

3. Remind students that the rights of each individual to a quiet study and reading period should not be violated.

4. Have student groups stop at the Media Center door before entering. 

5. Have students sit in the section assigned by the Media Specialist.

6. After students are seated, permit them to go in an orderly fashion to find the materials with which they plan to work.

7. Remain with the class at all times.

8. Handle discipline of your students.  If a discipline problem should arise, the  teacher and

Media Specialist should handle it as quietly as possible so that other students are not disturbed. 

9. See that students return all materials to the proper place.

10. See that the chairs are placed under the tables and that floor and tables are free of litter.

11. Encourage students to work on an individual basis; group work which requires discussion may be done in a quiet and orderly manner if existing conditions permit.

12. If students are sent to the Media Center without the teacher, they must present a pass to enter the Media Center. Please send no more than five students at a time.
13. Videos played from the Media Center closed circuit system must be scheduled at least a week in advance,

14. Any communication with the media specialist should be done through e-mail.

TIPS FOR TEACHERS
1. Assignments made without knowledge of library resources often prove difficult to implement.  TIP:  DISCUSS FUTURE ASSIGNMENTS WITH THE MEDIA SPECIALIST.

2. Giving several classes the same assignment at the same time creates student frustration because materials are limited.  TIP: TRY TO STAGGER MAJOR ASSIGNMENTS.  

3. An entire class assigned to use one or two specific titles may not be able to find materials.  TIP: MAKE SURE THE MEDIA CENTER OWNS THE TITLES YOU ASSIGN.  Let them put them on reserve for your class.

4. The Media Center may not have books with the most recent data on your assigned subjects.  TIP: FOR CURRENT ISSUES, ENCOURAGE THE USE OF THE INTERNET.

5. Assignments given orally are sometimes misunderstood.  TIP: THE MEDIA SPECIALIST WOULD APPRECIATE A COPY OF THE ASSIGNMENT.

6. Time is required to prepare for class visits, to compile bibliographies, to prepare a book talk, and/or to collect materials for reserve collection.  TIP: ARRANGE FOR THESE SERVICES EARLY IN YOUR PLANS.
A Note to all Staff:  Teachers are not allowed to eat lunch in the Media Center as it disrupts the learning environment.  Teachers will eat in the lounge or in the cafeteria.

MEDICATION 

Only trained  personnel may assist in the administration and/or dispensing of prescribed medication to students in compliance with the following approved by the Miami-Dade County Department of Health:
1. When there exists a long-term or chronic illness or disability that requires maintenance type medication.

2. Where failure to take prescribed medication could jeopardize the student’s health.

3. When the medication schedule cannot be adjusted to provide for administration at home.

Procedures to be implemented when administering medication:

a. The parent must present the clinic staff with a completed Authorization for Medication form.

b. This form will be kept on file in the clinic.

c. The medication will be kept in the clinic under lock and key.

d. The clinic staff will dispense the medication.

OPENING EXCERCISES/ANNOUNCEMENTS

The opening of the school day for students will begin at 8:35 a.m. by saying the “Pledge of Allegiance” and singing the “Star Spangled Banner.”  All participating students, along with their teachers, should stand at attention.  Talking should not be permitted.  Please teach and/or review the words to the “Pledge”, the National Anthem and the Mission Statement.  The scheduled time for announcements will be 8:35 a.m.  All students and staff members are to listen attentively to all announcements.  Afternoon announcements will be made only as needed.

OPEN HOUSE

All teachers are required to attend back-to-school-night.
PARENTAL INVOLVEMENT

Parental involvement is greatly encouraged at our school.  Parents are to be encouraged to visit the school, but must first report to the Main office to obtain a pass from the administration.  Parents will not be sent to your classroom without the office staff notifying you in advance.  Please do not hold informal conferences with parents during times when you are responsible for supervising students, when receiving students in the morning, or when dismissing students in the afternoon..  Also, do not impart any information to parents regarding any aspect of the school other than exactly what pertains to you and your teaching.  Refer them to an administrator if they have concerns beyond the scope of your curriculum.

Parents may volunteer; however, they must register and be approved prior to being placed as a volunteer.

PARENT LOGS/PHONE CALLS AND CONFERENCES

Teacher – Parent communication contributes greatly to the enhancement of the school’s relationship with the community it serves.  It also serves to improve the quality of education in the school. Parental communication is part of our School Improvement Plan and as such must be monitored and is auditable.  It is suggested that each teacher make positive parent contacts during the first two weeks of school for each student in his/her classroom.  These parent contacts should be kept in a log.  Additional parent contacts throughout the year should be entered as they occur.  This log should be kept in an accessible place, for review by the administration, if needed.  

PARENT/TEACHER COMMUNICATION

According to the Student Progression Plan and the UTD Contract, the teacher has the responsibility to communicate with the parent about the child’s progress in school.  As per the UTD Contract, teacher-parent conferences shall occur when students begin to display a consistent pattern of disruption or when students are demonstrating unacceptable academic achievement through failure to exert sufficient effort.  School Board Rules require that parents are to be notified at any time during a grading period when it is apparent that the student may fail, or is performing unsatisfactorily in any course or grade level.  Parents are also to be notified at any time during the grading period when it becomes evident that the student’s conduct or effort grades are unsatisfactory.  This notification shall take place with enough time to allow a student to improve their grade.
Teachers are encouraged to communicate with parents at any time during a grading period when the teacher feels, in their professional judgment, that such communication may be beneficial to the student.  Teachers shall afford parents or guardians of the students assigned to their classes an opportunity for a teacher-parent conference. Such teacher-parent conferences shall be scheduled at a time and place and/or manner mutually convenient for the teacher and the parent. Interim Progress Reports are distributed during the 5th week of each grading period.  Teachers have the responsibility to notify parents in writing any time a student’s work falls below a “C” in the teacher’s class.  A failing grade for the marking period is not to be given if the above responsibility is not met.
SCHOOL GUIDELINES FOR PARENT/TEACHER COMMUNICATIONS

To assure full compliance with the above provisions, the following guidelines are to be followed:

1. Teachers shall record all efforts to reach parents by telephone. Substantive details should be noted. Teachers must maintain a parent contact log for documenting calls.

2. If a teacher tries, but cannot reach a parent by telephone; the Assistant Principal is to be contacted. The Community Involvement Specialist or the School Social Worker can offer assistance.  The U.S. mail can be used if necessary.

3. Contacts with parents are generally more positive when the action is initiated on the teacher’s part as soon as the problem is noted. However, many parents seek to contact teachers by telephoning the school. Office staff will keep a record of such requests and place it in the teachers’ mailbox. The note is to record the date and time of the call, the message, and the initials of the person who took the call. The caller will be told that teachers generally do not get such messages until the end of the school day and to expect a call within 24 hours. Teachers will not be called out of class for telephone calls.
4. If a teacher anticipates that a conference will be hostile or unproductive without administrative support, the administrator is to be apprised. Representation will be arranged.
5. If a parent over-utilizes the opportunity to confer with teachers, the administrator should be informed so that appropriate action can be taken.

6. Remember to communicate successful, good news to parents too.

PARENT/TEACHER CONFERENCES

Conferences are primarily intended to discuss and resolve academic and/or disciplinary problems ultimately impacting student achievement. 

(
Conferences may be in person or by phone.
(
Conferences may be initiated by a teacher or by a parent, in writing or by phone.
(
Conferences need to be scheduled ahead of time.
(
Conferences must be documented and entered in the Parent Contact Log.
(
The Parent Contact Log must be submitted to Community Involvement Specialist at the end of the school year.
TIPS FOR PREPARING FOR PARENT/TEACHER CONFERENCES
1. Gather necessary documents about the child.

2. Know background information about the home situation.

3. Use two or three items only as a basis for the conference.

4. Have suggestions for improvement prepared to offer parents.

5. Conduct the meeting in a professional manner. 

6. Listen attentively to parent’s concerns.

7. Provide positive feedback. 

8. Students other than the parents’

9. Follow-up with a letter to the parents regarding the topics discussed. 

PARENT/TEACHER ASSOCIATION (PTA)

Teachers’ support of and participation in PTA functions is needed, and staff membership is encouraged.  Our PTA is a fine organization dedicated to supporting the school and its efforts to give the finest possible education to students.  Faculty members’ attendance at meetings is encouraged and appreciated.  Our PTA is supportive and generous toward our school, students, and faculty.  Your active participation and support is essential in building good parental and community relationships and in coordinating many of our school and community activities.
PARKING

All staff members should park in the designated staff parking lots only. 

POSTERS/FLYERS

All staff members who sponsor clubs or activities for students are asked not to place posters or flyers on painted areas around the building.  Please obtain approval from an administrator prior to posting any posters, flyers, etc. When posters and flyers are posted to advertise activities of any kind, they are to be taken down on the last day of the activity by the chairpersons or committee members who sponsored the activity.  If tape, staples, etc., are used to put up the posters or flyers, please make sure that they are removed completely.

TEACHER ASSESSMENT - IPEGS
Please refer to the IPEGS Handbooks.
PROGRAMS FOR ASSEMBLIES

All programs should be developed by the grade level team or teacher that is having the assembly program.  Programs for assemblies should include the date, Principal’s name, Assistant Principals’ names, school name, purpose or title of assembly, M-DCPS logo, School Board Members’ names, Superintendent’s name, Region Superintendent’s name, and Line Director’s name.  All additional information is left up to the teacher or grade level’s judgment.  The program must be approved by the Principal before it is duplicated and distributed.

PROTOCOL GUIDELINES FOR PROGRAM INTRODUCTIONS OF SCHOOL BOARD MEMBERS AND BOARD ADMINISTRATIVE ASSISTANTS

To ensure that there will be uniformity and propriety in district protocol procedures involving the introduction of Board Members and their Administrative Assistants, as part of planned programs, staff members are directed to adhere to the following guidelines:

1. Any time a member of the Miami-Dade County School Board is in attendance at a school system function or program, the Board Member should be introduced publicly some time toward the beginning of the program, unless the Board Member has a published role within the printed agenda or program.  It must be remembered that School Board Members are very busy and may only be able to attend the opening part of a program before leaving for another program.

2. Depending on the nature of the occasion, you are encouraged to invite an attending Board Member to speak.  Do not, however, surprise a Board Member by publicly inviting him/her to speak if you have not previously expressed an intention to do so.

3. In instances where the Chair, Vice Chair, or another Board Member has a welcoming or similar role in a program opening, he/she should be provided an opportunity to introduce any of his/her peers on the Board who are present, and/or Administrative Assistants who may be in attendance.

4. Any time a Board Member and his/her Administrative Assistant are in attendance, both should be introduced.  In a case where there is more than one Board Member, introduce all School Board Members first, and then introduce the administrative assistants.

5. In the event a School Board Member is not present but his/her Administrative Assistant is, the Administrative Assistant should be introduced as “representing” his/her Board Member.

6. The Miami-Dade County School Board and Superintendent’s names should be listed on all school system programs, pamphlets, brochures, booklets, and other printed documents.  Do not list a School Board Member’s name on a printed program for a specific role on the program unless it has been discussed with the Board Member or his/her Administrative Assistant first.  Then when he/she is listed, call a day or two in advance of the event to confirm his/her attendance and participation.  If at all possible, it is best to provide the Board Member with an advance copy of the printed program.

7. If a School Board Member has a part on a printed program and for some reason the Board Member is not in attendance but his/her Administrative Assistant is, the Administrative 
Assistant will assume responsibility for the role that the Board Member was to play unless the Board Member has previously indicated otherwise.





8. Any time introductions of Board Members and/or Administrative Assistants occur, they should be done in the following order: Chair, Vice Chair, and Board Members in alphabetical order.  In the absence of Board Members, or following the introduction of Board Members present, the introduction of Administrative Assistants should be completed in the order of their respective Board Members, i.e., the Administrative Assistant to the Chair first, then Administrative Assistant to the Vice chair, then the remaining Administrative Assistants according to their Board Member’s alphabetical ranking.

PROPERTY-CARE OF BUILDING AND EQUIPMENT
We must properly care for the school building and facilities.  One of the important concepts that we wish our students to acquire is thoughtful appreciation and careful use of public property.

Teachers must be constantly alert to detect any defacing of desk tops, writing on walls or in restrooms, loosening of screws and bolts, etc., and report this immediately to an administrator.  Each teacher is responsible for the area to which he/she is assigned.  Periodically during the year a survey of the school plant and equipment will be made to evaluate the care of the area. Teachers are to immediately report such maintenance needs so that our custodial staff can repair or repaint, as needed.

ROOM APPEARANCE AND CARE

Bulletin boards should display current students’ work in an attractive manner.  The way a classroom looks sets the tone for instruction. Children should be encouraged and trained to develop an attitude of personal responsibility for careful use of their “home” at school.  It is important   before the end of the school day to tidy up the instructional areas and to prepare for the next day.  Instructional materials and all papers, crayons, etc., must be removed from the floors to enable daily cleaning.  Each child is responsible for his/her immediate seating area: furniture must not be written on or defaced in any way.  If this occurs, notify your respective Assistant Principal immediately.  Ensure that students do not take pencils, crayons, markers, etc. into the bathrooms.  

Microwaves, refrigerators, coffee pots, toaster ovens, and other kitchen appliances are not allowed in the classroom.  Such items cause health and safety issues as defined by the health and safety inspector. 

PROPERTY CONTROL 
A semi-annual inventory of all audio-visual equipment is conducted by the M-DCPS. All A/V equipment is to be checked out to teachers by the media staff. It is the teacher’s responsibility to report any missing equipment to the Media Specialist immediately, who in turn will notify the Principal.

PUBLIC ADDRESS SYSTEM ANNOUNCEMENTS

Teachers are expected to require students to pay attention to all announcements and to model that behavior themselves.  Requests for announcements must be submitted in writing to the Media Specialist at least one day prior to the announcement.  All announcements must be brief yet comprehensive and legible.  Classes will not be interrupted to make announcements.  An administrator must authorize any emergency announcements.

PURCHASE ORDERS

The Principal approves all purchases. Failure to secure prior approval for purchases from the principal will result in the teacher being financially liable for the purchase.
RECESS 
Although recess is to be unstructured, it is of utmost importance that the classroom teacher actively supervises his/her students during their recess time.  This includes ensuring that the activities in which students participate are appropriate.  (For example, tackle football is not appropriate.)   Recess activities may take place on the grassy area next to the picnic area on the north side of our campus or on the P.E. field, making sure not to interfere with P.E. classes.
SAFETY PATROLS

The safety patrols work around the school grounds and in the school corridors at arrival and dismissal.  Members of the school safety patrol are on duty to protect every student in our school.  The safety patrols are to be obeyed and offered respect by students and adults.  Teachers recommend fifth grade students for patrol responsibilities.  A staff member will serve as a patrol sponsor. Any child who persistently breaks safety rules should be reported to the administration  for appropriate disciplinary action.

SAFETY/SECURITY AGAINST THEFT AND VANDALISM

In the event you discover vandalism, loss, or theft of school property, please notify an administrator immediately.  

The following are presented as general suggestions for establishing and improving security against loss by theft: 

1. Certain items of equipment are more subject to theft because they are valuable, portable, personally useful, or are easily disposed.  Such items must be carefully treated and secured.  To the extent that it is possible, do not leave such items unattended or unsecured, particularly near exit doors, overnight or on weekends.

2. Do not let students use your keys.
SAFETY TO LIFE INSPECTION

1.
Each teacher should have a fire evacuation plan posted by the exit indicating the primary route and an alternate route. Please check your room to see if these plans are posted.  If not, notify the Assistant Principal.

2.
Check all rooms and workrooms for flammable materials (sprays, certain types of glue, etc.).  Remove these items immediately.
3.
NO extension cords can be used unless they have a circuit breaker, which turns off in case of overload.
SCHOOL IMPROVEMENT PLAN

It is the professional responsibility of each staff member to become familiar with and observe the objectives and strategies of the School Improvement Plan.  
SCHOOL RULES:  
1. Students must follow directions the first time given.  Cooperation, self control and respect for adults and other students are expected from each student.  Use of profanity or name calling is prohibited.

2. No running in the school building or on the school grounds at any time.  This includes dismissal time.

3. Hands, feet, and objects are to be kept to one’s self.  Fighting or play-wrestling is not allowed at any time, and will result in immediate suspension.

4. A pass from the classroom teacher is required upon leaving the classroom for any reason.  Students found in the hallways unescorted and without a hall pass will be issued an after-school detention.

5. Gum, candy, and toys are not allowed to be brought to school.  Gum, candy and/or toys will be confiscated from students and returned only to parents.

6. Writing on or defacing school property (building, walls, desks, books, etc.) is never allowed.
7. The restrooms should be kept neat and clean.  All trash should be put in trash cans.

8. Electronic devices (cell phones, IPOD etc.) are not permitted to be used on school grounds. 
RESPONSE TO INTERVENTION (RTI)
The following steps are an outline of the procedures that will be utilized during the RTI process:

1. The student should be receiving Level 1 intervention within the classroom through the core reading curriculum, Houghton Mifflin Reading (i.e., small group instruction).

2. If there continues to be low classroom performance, low standardized test scores or FAIR scores in the “at risk” range, the student is placed in an intervention program (Voyager).  This is considered Level 2 intervention. 

3. Once in Level 2 Intervention, the student is monitored for a minimum of a nine-week period.

4. If students are not making adequate progress in Level 2 intervention, a determination is made if further assistance is needed through a screening process based on background information, the appropriateness of intervention strategies, and student response to intervention.

5. If it is determined that further assistance is needed, teachers must request assistance for students who are experiencing academic, behavioral, and/or social-emotional difficulties by submitting the Request for Assistance Form (FM 7073 or 6278 for secondary grades) with a PMP, work samples and a FAB Screening Worksheet (FM 6277) if behavioral concerns exist. If the student is in ESOL, a LEP committee meeting must be held prior to this step. 

6. The Assistant Principal reviews the requests and if it is determined that interventions have been implemented with fidelity, but the performance is below standard and not commensurate with peers, an RTI meeting will be scheduled with the school psychologist, school social worker, and other necessary individuals.  However, if it is determined that the student has not been in an intervention for a sufficient amount of time or that the intervention has not been implemented with fidelity, the PMP must be revised and                   re-implemented.

7. When an RTI meeting is held Level 3 Interventions are developed and documented on the RTI Intervention Plan (FM 6290). If significant risk factors are present, the team will also make a referral for evaluation at this meeting. A Parent Support Plan (FM 6280) may also be provided to the parent as a summary of interventions to be put in place at school and at home. 

8. The student will be monitored and progress monitoring shall be documented. If the student is making adequate progress, monitoring and exit from the RTI process may be considered.

9. If the student is NOT making adequate progress, the teacher will consult with the RTI coordinator to determine if there is a need for intervention revision or an evaluation.  An RTI meeting will be held to discuss possibilities and the team will make a decision based on the needs of the student.
SCHOOL VOLUNTEERS

It is imperative that all volunteers complete a Miami-Dade County Public School Volunteer Application online.  A person will not be considered a volunteer, and therefore will not be covered under Florida Workers’ Compensation Laws, unless a completed and approved application is on file with the Department of Community Participation.  Completed School Volunteer applications may take two weeks to process and be approved. Florida Statutes define a school volunteer as “any non-paid person who may be appointed by a School Board or its designee”.  School volunteers may include, but not be limited to, parents, senior citizens, students, and others who assist the teacher or other members of the school staff.  An administrator will assign volunteers to a specific staff member. The volunteer will need to sign in/out in the office and will be given a daily pass.

SPECIAL AREA CLASSES

The classroom teacher must accompany his/her class to and from all special area classrooms.  Students must arrive on time in an orderly manner and are expected to be dismissed on time in an orderly manner.  EACH STUDENT IS TO BE IN ATTENDANCE IN ALL SPECIAL CLASSES AS SCHEDULED.  Do not send students to assist other teachers while under your supervision unless it has been approved by the administration.
Children should walk to their special area classes’ location (classroom, P.E. court) under the direct supervision of their classroom teacher. The teacher bringing his/her students must remain with them until the out-going class leaves. The special area teacher should not release the students until the classroom teacher is there to accompany them back to the classroom. Teachers must be punctual.  Children should not be left unsupervised.
All classes in grades 2-5 will have 150 minutes of physical education weekly, delivered by a special area teacher, as noted in the master schedule.  Kindergarten and first grade teachers must reflect physical education in their lesson plans according to the time allotted on the master schedule (150 minutes weekly).  
Children may not be deprived of their physical education period because of behavioral problems or special tasks in the classroom.

A note from home is required to excuse participation from P.E. in the event of temporary illness. In the event that the child is to be exempted from P.E., the parent must submit a letter requesting exception to the Principal.

In case of inclement weather, physical education classes will be held in the regular classroom.

Free play (other than Recess) is not permitted at any grade level. 

STUDENT PROGRESSION PLAN
For information on the Student Progression Plan refer to the Pupil Progression plan on e-handbooks.
STUDENT SUPPORT SERVICES

The counselor works directly under the leadership of the Principal and the Assistant Principals.  Counselors will be involved as follows:

1. Maintain a systematic, ongoing program of regular, individual interviews with students in the areas of educational and personal-social counseling.

2. Keep records of conferences with students. 

3. Be a liaison between students, teachers, and administrators. 

4. Hold parental conferences and respond to parental requests for information under the NEXT GENERATION SUNSHINE STATE STANDARDS.
5. Assist in identifying students with special needs for referral to the appropriate resources.

6. Process referrals to other student services personnel and community agencies.

7. Seek special program placement for students with special needs.

8. Conduct group advisement sessions.

9. Provide informational sessions for teachers and parents.

10. Conduct group counseling sessions for groups of students with common needs.

11. Provide interpretation of test results to students, teachers, and parents.

12. Maintain and utilize current affective materials and pertinent related information.

13. Participate in articulation and orientation programs.

14. Assist in the assessment and evaluation of the student services program by students, parents, and faculty.

STUDENTS’ VALUABLES

If a teacher confiscates or holds valuables or money belonging to a student, the teacher is liable by law for the return of it to the parent or guardian.  If there is any question about the item, give it to an administrator to return.
STUDENT WORK FOLDERS 

All teachers in Miami-Dade County Public Schools are required to maintain work folders for students.  The folder is kept in order to document the student's progress.  The folder should contain the following:

1.
Weekly samples (2) of student's work for each subject.  (i.e., Math teacher  -  math for all students, etc.)

2.
The student's work should indicate the student's complete name, date and the subject.  Also the work should indicate whether it is a test, quiz, homework or classwork.  This work should coincide with grades in the grade book and must be aligned to the CCS (Grades K-2) or NGSSS (Grades 3 -5). 
3.
Work folders are to be established for each student.  All work should be dated and evaluated prior to filing in folders. Corrective Feedback should be provided to the students on their work. 
4.
Representative samples of the student’s work, graded, and dated should be on file.
SUPPLIES

Supplies can be requested through email or by informing Mrs. Craig.  Once notified, Mrs. Craig will provide you with your requests, if available, within 3 – 5 days.





TEACHER PLANNING DAY

During the school year there are a number of planning days.  These days are used for:

· Curriculum planning

· Articulation between grade levels, Department chairs and teachers

· Completion of school records

· Parent conferences

· Staff meetings

· Professional Development

· Other appropriate activities

Work hours during teacher planning days are the same as other work days: 8:15 am to 3:20 pm
Please be punctual when reporting to school on planning days.  Lunch periods shall be one hour in duration – 11:30 a.m. – 12:30 p.m.

TELEPHONE USAGE/MESSAGES

The school’s telephones are for conducting school business.  Personal telephone calls are to be limited to EMERGENCIES ONLY.  Charges for long distance calls to the school phones, requests for operator assistance, and operator requests to interrupt a call are prohibited.  Telephone messages will be left in your mailbox during the day.  Parent phone calls must be returned within 24 hours.  You will be informed immediately should you receive an emergency message.    Phones on secretaries’ desks are not to be utilized.  Teachers are not to use cellular phones during scheduled classes. All beepers/cellular phones need to be turned off during your work schedule.  Teachers should refrain from talking on or using their cellular phone while walking through the hallways. 

The use of the telephone by children will be confined to emergency calls only.  Under no circumstances are children to call their parents to make after school recreational arrangements, request home learning assignments left behind, etc.  A written note to the office staff must accompany the child if a teacher feels it is necessary for a child to call home.

Students are not permitted to use their cell phones nor any other type of electronic device such as beepers, headphones, etc., during the day.

TEXTBOOKS
All teachers are responsible for the control of textbooks.  A large number of textbooks are lost and/or damaged yearly causing a great loss of dollars to the school.  Keep a record of the book numbers issued to students.  Requests for additional textbooks must be made to the Assistant Principal.  An accurate count of all textbooks issued must be maintained by each teacher.  Textbook inventory will take place twice a year (January & June).  Should a student misplace or lose a book accounted for in the textbook inventory, teacher must see the Treasurer for Lost/Damaged Textbook Invoice form.
TOBACCO FREE WORKPLACE

The School Board of Miami-Dade County seeks to foster the health and safety of all Miami-Dade County Public Schools employees, students and visitors. Tobacco products pose a significant risk to the health of the user.  Additionally, in sufficient concentrations, side-stream smoke can be hazardous to nonsmokers in the work environment.

Miami-Dade County Public Schools has a commitment to ensure that each employee has a safe and healthy working environment, and to create and maintain tobacco-free work places.

1.
Tobacco products continue to be prohibited on Miami-Dade County Public School buses.

2.
As of July 1, 1991, the use of tobacco products is prohibited in all Miami-Dade County Public Schools owned/leased facilities and vehicles.

3.
All employees shall abide by the terms of the Tobacco-Free Work Places Policy as a condition of employment.     

4.
Smoking cessation workshops will be made available to employees, free of charge.  Additional information on smoking cessation programs in the community will also be provided to those employees who choose to seek outside assistance.
TUTORING

The tutoring of students for a fee on school property is prohibited.  Under no circumstances are contract teachers permitted to tutor or provide other services to students for fees or solicit for a private school or business.

USE OF SCHOOL FACILITIES

No individual or organization may use the school facility without the consent of the appropriate M-DCPS offices; this necessitates filing the M-DCPS forms with sufficient time for approval.

VISITORS/GUESTS

According to Regulation 1240 approved by the Miami-Dade County Board of Public Instruction on April 20, 1996, “Parents and other persons who wish to visit the public schools must be routed to the school office, greeted by the Principal and provided an escort.  All visitors are to be made to feel welcome.”  The Board and staff of Miami-Dade County Public Schools welcome members of the community and other interested persons to visit our schools.   

All visitors must report to the main office to sign in and secure a visitors pass.  If you notice an unfamiliar face on the school grounds or suspect someone is trespassing please do not hesitate to ask him/her for a visitors pass.  This will help to ensure the safety of everyone in our school.

Please be advised that bringing relatives to school is a liability to the school system if something should happen to your loved one. Please do not bring relatives to the school at any time during the school year, including Teachers’ Planning Days.
WEAPONS

No employee except as legally authorized, or as a part of one's regular job responsibilities, shall bring upon any school property any firearm, weapon or destructive device.  Any employee in violation of this rule shall be subject to reprimand, suspension, and/or dismissal.

The Superintendent of Schools shall cause such violation to be investigated and take appropriate action or make appropriate recommendations for Board action.

A "firearm" includes, but is not limited to the following:  any weapon (including a starter gun) which will or is designed to, or may readily be converted to, expel a projectile by the action of any explosive, the frame or receiver of such weapon, any firearm muffler or firearm silencer, any destructive device, or any machine gun.

A "weapon" includes, but is not limited to the following:  any deadly weapon, knife (including pocket-knives which are used to threaten or injure another individual), any metallic knuckles, slingshot, billy club, tear gas gun, chemical weapon or device, containing more than half (½) ounce of chemical, or any electric weapon or device, which through the application or use of electrical current, is designed, redesigned, used, or intended to be used for offensive or defensive purposes, the destruction of life, or infliction of injury, or any other object which is used to threaten or injure another individual.

A "destructive device" includes, but is not limited to the following:  any explosive, incendiary, or poison gas bomb, grenade, mine, rocket, missile, or similar device, and includes any type of weapon which will, or is designed to or may readily be converted to, expel a projectile by the action of any explosive and has a barrel with a bore of one-half inch or more in diameter and ammunition for such destructive devices.  (6Gx13-4A-1.302)  
PROFESSIONAL RESPONSIBILITY
It is your professional responsibility to be thoroughly familiar with all the information highlighted in the Staff Handbook, as well as all items included in the Miami Dade County Public Schools Electronic Staff Handbook including internet usage guidelines and harassment information contained therein.  The Miami Dade County Public Schools Electronic Staff Handbook is available on the MDCPS site:

www.dade.k12.fl.us
MEMORANDUMS
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      August 17, 2012
TO:

All Faculty and Staff



Ehtel Beckford-Richmond Elementary School

FROM:
Ms. Jacqua Little, Principal


Ehtel Beckford-Richmond Elementary School

SUBJECT:
LOCKDOWN PROCEDURES
The attached procedures are to be followed when the lockdown code “CODE RED” or “CODE YELLOW” are announced.

Teachers are to thoroughly review these procedures with their students, so that they will have a full understanding of what is expected of them in case of an emergency.

Should you have any questions or need further clarifications, please see me immediately.  Your cooperation and assistance in assuring the safety of everyone at all times is imperative.

Thank you for your continued support.

Cc: Dr. Mayra Ventura, Assistant Principal
LOCKDOWN PROCEDURE:  CODE RED
  Imminent, proximal threat to student and staff safety exists on campus

· School administrator (or designee) will announce “Lockdown:  Code Red, Lockdown, Code Red”

· Staff and students located in open areas should immediately report to the nearest secured area

· Teachers stand outside their door and direct students, or staff, and visitors to the nearest secured area (until hallways are clear)

· Classroom doors should be closed and locked; open window(s) should be closed

· Turn off all audio-visual equipment

· Classroom activities will come to a stop and students should remain seated quietly in their seats.
· Secure school perimeter as best possible

· Disregard the bell system

· Cellular phone use will be limited to the reporting of emergency information and should be utilized by school staff only

· Follow directions of emergency personnel and school administrators throughout the emergency period

· All staff and students/visitors should remain in Lockdown, Code Red mode until   “All Clear” announcement is made

· Once “All Clear” announcement has been delivered, regular school activity may resume

[image: image4.jpg]RAM-ming A
our way "






LOCKDOWN PROCEDURE:  CODE YELLOW
Potential known threat to student and staff safety exists within the community

· School administrator (or designee) will announce “Lockdown:  Code Yellow, Lockdown, Code Yellow”

· Staff and students located in open areas should immediately report to the nearest secured area

· Teachers should stand outside their door and direct students, or staff, and visitors to the nearest secured area

· Disregard bell system

· Secure school perimeter, if necessary

· Critical Incidence Response Team members should report to the main office for briefing

· Classroom doors should be closed and locked; open window(s) should be closed

· Turn off all audio-visual equipment

· Cellular phone use will be limited to the reporting of emergency information

· Teachers should continue with regular classroom activity

· Follow directions of emergency personnel and school administrators during the emergency period

· All students, staff, and visitors should remain in Lockdown, Code Yellow Mode until “All Clear” announcement is made

· Once “All Clear” announcement has been delivered, regular school activity may resume
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      August 17, 2012
TO:
All Homeroom Teachers and Special Area Teachers


Ethel Beckford-Richmond Elementary School

FROM:
Ms. Jacqua Little, Principal

Ethel Beckford-Richmond Elementary School
SUBJECT:
ARRIVAL & DISMISSAL PROCEDURES

ARRIVAL PROCEDURES: 

Upon arrival, all students will report to the cafeteria for breakfast. Students will sit at their assigned “Breakfast Table” according to their Grade Level. 
Grades K – 2: Beginning at 7:45am, K-2 students will be escorted by a monitor to the P.E. Court where they will supervised while they await teacher pick-up. Students will sit in a line behind the marked cones. Teachers will pick up students at 8:15 am and transition to their classrooms in an orderly fashion. 

Grades 3 – 5: Intermediate students will remain in the cafeteria at their assigned tables where they will be picked up by the designated “Early Bird Tutoring” teachers at 8:00am. Students who arrive after the aforementioned time will be directed to stay in the cafeteria to complete an alternate assignment while they await pick up by an alternate teacher at 8:25 am.
DISMISSAL PROCEDURES: Safety to life is our number one priority and we are responsible for the safety of all students. As a result, students should not be dismissed before the Miami-Dade County Public School scheduled time.

Grade K & 1 at 1:50pm

Grades 2–5 at 3:05pm
All Grades at 1:50pm on Wednesdays
Please do not line students up in the hallways before the schedule dismissal time.

All students are to be lined up and escorted to the designated areas by a teacher. At no time shall a student(s) be left unattended.


Designated Dismissal Areas:


Gr. K – 1 “Walkers, Private Bus & Parent Pick Up” – Front of the School

Gr. 2 – 5 “Walkers” – South Side Exit through the Park 



    “Private Bus & Parent Pick-up” – Front of the School
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      August 17, 2012
TO:
All Homeroom Teachers and Special Area Teachers


Ethel Beckford-Richmond Elementary School

FROM:
Ms. Jacqua Little, Principal

Ethel Beckford-Richmond Elementary School
SUBJECT:
CAFETERIA PROCEDURES

BREAKFAST PROCEDURES: 

· Breakfast will begin promptly at 7:30am. 

· Upon arrival, all students will report to the cafeteria for breakfast. 

· Students will sit at their assigned “Breakfast Table” according to their Grade Level until they are escorted to the designated pick up areas.

LUNCH PROCEDURES: 
· Each class has been assigned to a specific table as noted on the floor plan.
· Teachers are asked to please review Cafeteria Rules with their students on a daily basis in order to ensure appropriate behavior. 

· All students will enter the cafeteria through Entry #2. 

· The classes listed below will walk directly into serving line A upon arrival. 
· K – Pekarsky

· 1-   Bennet

· 2 – Buigas

· 3 – James

· 4 – Motta

· 5 -  Weathers

· The rest of the classes will be escorted by their teacher to their assigned table where they will sit and wait for directions from the Cafeteria Monitor for “serving line-up”.
· Students are to be picked up on time so as to prevent loss of instructional time.

· Teachers are asked to report to their assigned tables in order to line up their students in an orderly manner prior to exiting. 

· Teachers will escort their students through the designated Exit as depicted on the floor plan. 

Cafeteria Table Assignments 
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Ms. Jacqua Little, Principal


Dr. Mayra Ventura, Assistant Principal
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A





B





Table 6								 1 - McKenzie


Breakfast Gr PK & K						 3 – Colzie


									PK - Gaguieva





Table 5								 1 - Bennet


Breakfast Gr 1							 3 - James





Table 4								  1 – Levy


Breakfast Gr 2                                      			   4 - Mohabir


									








Table 3								  K - Clark


Breakfast Gr 3							   4 – Motta


                                                                                               2 – Buigas








Table 2								  K-  Whiddon


Breakfast Gr 4							   5 - Weathers





Table 1                              	                                  K – Pekarsky


Breakfast Gr 5						              5 - Krigger


                                                                                                2 -  Rames				


									











PAGE  
5

