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Daily Scheduletc "Tiger Land Daily Schedule" \f C \l 1
7:30 a.m. 
Staff Arrival

7:10-7:35  
Duty

7:45-3:05  
Grades 1-5

7:45-2:00  
Kindergarten
P.M. Pre-K

7:45- 10:45
A.M. Pre-K
Morning Announcementstc "Morning Announcements" \f C \l 1
· Announcements will begin following the 7:45AM bell.

· HB 793 Requires the observance of a one-minute moment of silence during each school day, followed by the recitation of the Pledge of Allegiance to the United States and Texas Flags.  A student will be exempted from pledging allegiance to the flags only at the written request of his/her parent/guardian.

· Classes will be assigned one week during which they will be responsible for providing students to lead the pledges.  One copy of the schedule is being included in this handbook.  Additional copies can be found in the front office.

· Please be sure your students have practiced.

· Have students in the front office by 7:35AM.

· You will need at least one student for each pledge.

· Teacher or staff members who need an announcement made must complete a “request for Announcement form.”  One copy of this form is being included in this handbook.  Additional copies can be found in the front office.  These forms must be completed and turned in to the front office before 7:35 of the day the announcement is to be made.

· If necessary, afternoon “reminder” announcements will be made at 2:45PM just prior to dismissal.  This type of announcement will be kept at a minimum to ensure that instructional time is not interrupted.

Pledge Formtc "Pledge Form" \f C \l 1
Good Morning,

My name is______________________________.


I am in___________________________________ class.

Please stand for pledge to the US flag.

I pledge allegiance to the flag of the United States of America,

And to the republic for which it stands,
One nation under God,

Indivisible,

With Liberty and Justice for All.

Pledge Form

Good Morning,

My name is ___________________________

I am in ________________________________ class.

Please continue standing for the Texas Pledge.

Honor the Texas flag,

I pledge allegiance to thee.

Texas; one state under God; One and Indivisible.
Please remain quiet for a moment of silence.
Attendance - Studentstc "Attendance - Students" \f C \l 1
· Attendance will be taken daily

· Each teacher must take attendance by 9:00AM each day

· Keep several hard copies of your class enrollment available to use in the event of your absence or a system crash

· If there is a problem with your classroom computers:

· Try another classroom’s computers

· Take attendance using a hard copy of your class enrollment and send to the front office by 9:00AM

· Complete a work request in helpdesk for your classroom computers

· If you discover an error was made, let the PEIMS clerk know ASAP

· When you receive a note regarding a student’s absence, write the following information on the note and place it in your PEIMS folder and turn in to PEIMS clerk.

Report Cardstc "Report Cards" \f C \l 1
According to GPISD policy, report cards will be issued every 9 weeks.

· All students must be issued a report card for each grading period.

· Report cards are auditable documents. They must be accurate and complete.

· Please have grades posted at designated times.  Posting window will not be extended.  You will need to contact administration for posting window will be re-opened

· Teachers shall keep documentation of returned/ signed report cards.

· If the need for a new report card arises, please mark "copy" on the new card. 
· Report card envelopes will be provided.

Progress Reportstc "Progress Reports" \f C \l 1
Progress reports will be issued at the mid-point of each nine weeks.

· All students must be issued a progress report for each grading period.  
· In addition to the scheduled progress reports, students should receive a progress report if they drop two letter grades or drop to an "N/U" for the conduct grade.

According to the GPISD grading handbook:

Grades serve multiple functions: information and guidance. They serve to do the following: 

• Give parents information about the student that will be useful in helping to promote and maintain desirable patterns of behavior and achievement 

• Help identify areas of special ability as a basis for realistic self-appraisal and for future educational planning 

• Serve an administrative function in providing data for use in educational planning and decision making 

Nine Weeks Period
GRADE AVERAGING STANDARD FOR ELEMENTARY SCHOOLStc "GRADE AVERAGING STANDARD FOR ELEMENTARY SCHOOLS" \f C \l 1
Test grades will count as 40%. A minimum of three test grades shall be given each nine week period. Daily grades will count as 60%, and a minimum of two daily grades per week shall be given in each core/graded subject. 
Homework may count up to l0% of the student’s academic content grade /content or may be counted as extra credit, depending on the nature of the homework. Exceptions to the l0% weight may be made for work such as science and social studies projects. 

HONOR ROLL CRITERIAtc "HONOR ROLL CRITERIA" \f C \l 1
All GPISD elementary schools will use the following criteria to determine eligibility for A Honor Roll and A & B Honor Roll.

A Honor Roll: 

All A's (no B's) in all core subjects

E or S in Conduct, Health, Art, P.E. and music 

A & B Honor Roll: 

Only A's or B's in all core subjects

E or S in conduct, Health, Art, P.E. and music

PERFECT ATTENDANCE AWARDStc "PERFECT ATTENDANCE AWARDS" \f C \l 1
All GPISD elementary schools will use the same criteria to determine student eligibility for Perfect Attendance Awards. In order for a student to receive a Perfect Attendance Award, the student must have 
no absences and no tardies for the entire school year.
Student Awardstc "Student Awards" \f C \l 1
Each nine weeks, students are recognized.  “Distinguished A Honor Roll,” “A and B Honor Roll,” “Perfect Attendance,” and “Good Citizenship” recipients will have their names displayed in our school.  Teachers must submit a roster showing the names of all students eligible to receive any of these awards using the following schedule.

1st nine weeks ends October 16 - Awards Sheets Due: October 23

2nd nine weeks ends December 18 - Awards Sheets Due:  December 18

3rd nine weeks ends March 12 – Awards Sheets Due:  March 12

4th nine weeks ends June 3 - Awards Sheets Due:  May 21
 “Distinguished A Honor Roll” is just that—those students that have made straight A’s and have received only E’s in conduct.

“A and B Honor Roll” is for students who have earned all A’s and B’s and have grades of E’s or S’s in conduct.

The “Good Citizenship” award goes to those students whose actions most reflect the ideal of the Normandy Crossing Elementary’s mission. Each teacher may select up to four students for this award during any one grading period.
“Perfect Attendance” recognition goes to students who have been in attendance each day during the grading period and has no more than 3 tardies for the specified grading period.

Teachers:

Please list all students that earned A Honor Roll, A/B Honor Roll, and Good Citizenship Award on the chart below.  Return this form to Mrs. Smithers by the due date.   

TEACHER NAME ______________________________________________________

	A Honor Roll*
	A/B Honor Roll**

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


* Students’ numerical average must be 90 or greater in ALL core subjects and have only E’s or S’s in non-core subjects.

** Students’ numerical average must be 80 or greater in ALL core subjects and have only E’s and S’s in non-core subjects.

1st nine Weeks – Due October 23

2nd nine weeks – Due December 18

3rd nine weeks – Due March 12

End-of-Year Awards

Perfect Attendancetc "End-of-Year Awards" \f C \l 1
Certificates are awarded to students for being neither absent nor tardy for ALL 175 required instructional days. There are no excused absences when figuring eligibility.

EXCELLENT ATTENDENCE

Certificates are awarded to students who have not been absent more than one day and have not been tardy more than two times.
DISTINGUISHED HONOR ROLL (GOLD SEAL)

Certificates with gold seals are awarded to student's receiving straight A's in all core subjects for the entire school year. E or S in conduct, Health, Art, P.E. and music.

HONOR ROLL (90 avg. without Gold Seal)

Certificates are awarded to students with A's or B's in all core subjects. E or S in conduct, Health, Art, P.E. and music.

 Cafeteria Procedurestc "Cafeteria Procedures" \f C \l 1
Expectations for student behavior in the cafeteria are the responsibility of all teaches and staff members.

NCE Cafe Expectations

1. Walk

2. Carry your tray with two hands

3. Use good manners

4. Sit on your bottom, with your feet under the table

5. Talk softly to those at your table ONLY

6. Raise your hand if you need assistance

7. Do not get out of your seat unless told to by an adult

8. Pick up all food and trash on the table and around your chair before leaving the table


( Prior to lunches beginning the first day, you should take your entire class to the cafeteria and model

· Students are expected to know/have their lunch numbers. These will be given to the homeroom teachers before the first day of school. Please practice with your students

· Teachers are to take their entire class to the restroom on the way to lunch.

· Students will not be allowed to leave the cafeteria once they arrive.
· Teacher must adhere to the schedule.  A matter of just a couple of minutes will disrupt the entire cafeteria!

· All classes should enter the cafeteria through assigned door
· Classes assigned to Door 1:

· Proceed to cafeteria serving lines to the left along partition. 

· Classes assigned to Door 2: 

· Proceed to cafeteria serving lines to the right along windows

· Students must be escorted all the way to the serving line each day. You must stay with your class until the first student reaches the serving line. (You should leave your classroom early enough to allow you to reach the serving line at your scheduled lunch time.)

· Students should get everything they will need as they pass through the serving line. (napkins, straw, condiments, etc.)

· Classes must sit at their assigned tables according to the schedule.

· Students must raise their hand and wait for an adult to come to them if they need assistance.

· Students will begin emptying trays and lining up when told to do so by the adult on duty or by their teacher.

· Any student whose behavior is deemed to require disciplinary action will be written up by the adult on duty and sent to the office.

· Please post the "NCE Cafe Expectations" in your classroom and review it on a regular basis.
Cafeteria Management

Normandy Crossing expects that the cafeteria to be a place where students may eat in a pleasurable eating environment.  In order to maintain such an environment, staff will enforce the Cafeteria Expectations in the following manner:
· Each day classes will receive a colored dot to represent cafeteria behavior.

· Classes who receive a blue dot demonstrated excellent cafeteria manners/behaviors

· Classes who receive a red dot did not meet NCE behavioral expectations for cafeteria behavior

· Classes who consistently display excellent behavior will receive a popcorn party on the last Friday of each month (excluding August and June) following their lunch period.

· Classes whose behavior is unacceptable will receive marks against monthly reward. 

· Any class receiving 5 or more “red” days will NOT participate in the monthly reward.

· A class who receives two consecutive “red” days will be on silent lunch the following school day.
· Individual students may be issued Cafeteria Behavior Warning if their behavior is unacceptable.  
· Upon receiving 3 receiving behavior warnings, students will receive an office referral.

· Students who receive 3 warnings will NOT be able to participate if their class receives monthly cafeteria rewards.
	Student
	Cafeteria Behavior Warning

Teacher



 Out of seat without permission


 Throwing food


 Talking too loudly


 Disrespectful to student / adult


 Fighting


 Not sitting where told to


 Leaving the cafeteria without permission


 Running

________ Leaving trash on the table / floor

TEXAS PUBLIC SCHOOL NUTRITION POLICYtc "NUTRITION POLICY" \f C \l 1 FOR
FOODS OF MINIMAL NUTRITIONAL VALUE (FMNV)

All Texas public schools participating in the federal child nutrition programs must comply with the new nutrition policies effective August 1, 2004.
The new policy limits the distribution of food of minimal nutritional value (FMNV) in Texas public schools.

FMNV: 4 categories of restricted foods and beverages, including:

1. Soda water — any carbonated beverages.

2. Water Ices — "....sicles" except those containing fruit or fruit juice.

3. Chewing Gum

4. Certain Candies 
a. Hard candy (e.g. lollipops, breath mints, cough drops, starlight mints)

b. Jellies and gums (e.g. jelly beans, gum drops)

c. Marshmallow candies

d. Fondant (e.g. candy corn, soft mints)

e. Licorice

f. Spun candy (e.g. cotton candy)

g. Candy coated popcorn
Cumulative Folderstc "Cumulative Folders" \f C \l 1
Schools are required to maintain academic records (cumulative folders) for all students. Please use the following procedures for our cumulative folders.

· All folders will be stored in the office’s record room. The folders are filed alphabetically by homeroom and grade level.

· You must sign out cumulative folders. Folders should not leave the records room unless you have permissions from the PEIMS clerk or administration.
· Re-file each folder when finished.

· Cumulative folders are auditable documents and are confidential. Only academic records may be placed in the files. Personal notes, behavioral consequences, and general opinions may not be placed in student's folders.

· Only parents have access to their child’s records. If any parent/ guardian request information from the cumulative folders, refer them to the PEIMS Clerk. DO NOT release any information to them directly.

· At the end of the year, the homeroom teacher must complete the front of the folder.

· If a student withdraws during the school year, all withdrawal papers must be completed by the teacher(s) and returned to the PEIMS clerk by the end of the school day. The PEIMS clerk will complete the front of the folder.

· Any written errors on the cumulative folders need to be crossed out and initialed. Do Not use "white out" on the folders.

Grade Placement Committee

Dianne Edwards

Tonia Bush

Jeraldine Clark

Carla Templeton

Brooke Erwin

Energy Committee

Alex Garcia
Kathleen Smithers
Problem Solving Team
Dianne Edwards

Tonia Bush

Carliss Muse

Wanda Brown

Arla Seale

Carla Templeton

Jeraldine Clark

RTI

Arla Seale

Brooke Erwin

Benny Price

Jeraldine Clark

Carla Templeton

Carliss Muse

Kathleen Smithers

Dianne Edwards

Tonia Bush

Nonresident Student Transfer Approval Committee
Dianne Edwards

Tonia Bush
Administrators for ARDS &LPAC
Dianne Edwards

Tonia Bush

Wanda Brown

Jeraldine Clark
Energy Conservation Guidelinestc "Energy Conservation Guidelines" \f C \l 1
In order to conserve energy, the district is directing the following actions take place beginning June 1, 2006:

· In order to have a refrigerator in a classroom, a teacher must pay GPISD $40 per year for energy usage.

· Coffee pots, toasters, space heaters will not be allowed in classrooms.

· Microwaves will not be allowed unless used for instruction.

· Thermostats will be set at 68-72 for heat and 72-74 for cooling.

· Wednesday night is a NON EVENT night on ALL campuses.

· Portable building AC will be turned to the OFF position when the school day is over.

· The fan switch in a portable will ALWAYS be turned to the AUTO position.

· Computers, monitors, printers, copiers and other electrical equipment shall be turned off at the end of the school day.

· Close exterior doors when not in use.

· Turn gym lights on only when in use.

· Classroom lights should be turned off when not occupied.

· Summer programs will be consolidated on as few campuses as possible.

· All campuses not involved in summer programs will be CLOSED on Fridays during the summer.

Sincerely,

Randy Burchfield
Problem Solving & RTI Team tc "Problem Solving Team" \f C \l 1
Normandy Crossing has a Problem Solving & RTI Team that all teachers may consult with for any student concern (Reading, Mathematics, behavioral, emotional). The committee will be comprised of teachers, specialists, and administrators.

· The PST/RTI coordinator will be Arla Seale school year. Please see her to refer a student's case to the PST.

· Please refer behavioral, emotional, and/or Math concerns to PST

· PST meetings will be held monthly at 2:15.

·  PST will work with teachers in implementing interventions and making necessary referrals. 

· Response to Intervention (RTI) is a structured program which monitors student’s reading progress and his/her response to interventions.  

· The team meets each 6 weeks to discuss progress and make recommendations.

Dyslexia Referralstc "Dyslexia Referrals" \f C \l 1
· You may have students in your classroom experiencing difficulty with academics. Some of these students may display characteristics of the learning difficulty, dyslexia. Students with dyslexia have trouble with reading, spelling, writing or math (even though they have the ability and opportunity to learn). As with all students having difficulties, re-teaching and remediation are the first steps in helping these students. If after remediation, a student is still making little or no progress, please refer student to RTI coordinator.
· Student progress will be monitored

· Student will be screened (if necessary)

· Student will be tested (if necessary)

· Teacher and parent input in important throughout the referral process

Counseling Services at NCEtc "Counseling at Tice" \f C \l 1
Normandy Crossing Elementary has a full-time counselor available to our students

The counselor coordinates programs that focus on student and school needs

The counselor works closely with the district County Youth Services worker
Should you feel a student needs to be referred to the counselor, complete a Teacher referral form and place it in the counselor's box.
When referring a student, please provide as much information as possible (be specific)

Teachers who believe that a student may benefit from one-on-one counselor visits should use the following procedures:

Non-emergency 

· Parental contact is appropriate when considering a counselor referral for a student experiencing social, emotional, behavioral, or academic concerns.

· Complete a referral form (found in the front office) and place in the counselor's box.

· Teachers may also bring the student's name and situation to the Problem Solving Team.

Emergency

Escort the student immediately to the counselor or administrator's office. No referral form is necessary

Clinic Referral Procedurestc "Clinic Referral Procedures" \f C \l 1
Every student must have a completed referral form when he/she is sent to the nurse/clinic. The clinic personnel is responsible for documenting every visit to the clinic

The referral form is a three-part form. You will be provided with several of these at the beginning of the school year and you may pick up additional forms from the nurse or front office whenever necessary.

All information must be completed. (Please be sure that you put the time the student is being dismissed from class so that we can tell if students are going directly to the clinic.)

Students who have rashes, red eyes, or possible head lice should be sent to nurse/clinic. These are almost always "excludable" conditions and need to be addressed immediately. Teachers are to use their best judgment and discretion when sending students to the clinic. However, it is best to be "safe than sorry." Generally, if a student appears in no distress and has no medical reason to be sent home or excluded, they will be sent back to class or allowed to rest in the clinic for a brief period. Peppermints in the clinic will be used for "medicinal purposes" only. Cough drops are not allowed at school

Any student that reports an injury such as a fall, twisted ankle, etc. should be sent to the nurse/clinic for documentation purposes. Students should be sent to the nurse's clinic if they have one or more of the following:

· Bleeding

· Vomiting

· Swelling in part of the body

· Persistent pain in any part of the body

· Persistent headache

· Persistent stomachache (after trying the restroom and/ or eating)

· Lost a tooth

· Any injury at school

· Head lice

· Red eyes

· Shortness of breath
· Rash

· We have a number of students that take medication on a regular basis. This medication must be kept in the clinic along with a parent note regarding dispersement. Please remember that this information falls under the privacy act. 

· DO NOT ask a child in front of others if they have taken their medication.

· DO NOT tell a child in front of others to go take their medication.  It is against district policy for a child to have any medication, over-the-counter, prescription, or inhaler in their possession. If you discover that one of your students has medication with them, take the medication and the student to the nurse/clinic immediately.
Parent-Teacher Associationtc "Parent-Teacher Association" \f C \l 1
· All staff members are strongly encouraged to become members.

· PTA will assist the school with many events through volunteers and funding.

· Each grade level will participate in one PTA program each year.

School Fundraisers

All teachers are expected to actively promote all school fundraisers.  The funds raised are used to help defray the cost for field trips and other school activities.  

.
NORMANDY CROSSING ELEMENTARY

2009-2010
CRISIS MANAGEMENT PLAN

Crisis Management Plan

2009-2010
Crisis Management Team (CMT)

1. Principal – Dianne Edwards

2. Assistant Principal – Tonia Bush

3. Principals Secretary – Diana Rodriguez

4. School Secretary – Sharon Weir

5. Counselor – Wanda Brown

6. PEIMS Clerk – Ruby Tibbs

7. Campus Instructional Specialist – Jeraldine Clark

8. Dyslexia Teacher – Arla Seale

9. Early Intervention Specialist – Benny Price

10. Technical Instructional Specialist – Kathleen Smithers

11. Diagnostician  – Carliss Muse

12. Campus Math Specialist – Carla Templeton

13. Campus Reading Specialist – Brooke Erwin

14. Librarian – Mary Cook

15. Custodian – Sara Pena

Crisis Plan

1. Principal/Assistant Principal on the scene

2. Principal’s Secretary contacts 911 and security

3. School Secretary handles incoming phone calls

4. CMT activated

5. Counselor, Dyslexia Teacher, Campus Instructional Specialist, Diagnostician, Reading Specialist, and Technical Instructional Specialist and PEIMS ADA Clerk report to office for directions

6. Situation is handled/resolved.

7. Follow-up/debriefing with CMT in Conference Room

Crisis Assignments

1. Dianne Edwards, Incident Commander – Assumes command and establishes command post.

2. Craig Eichhorn Information Officer – Provides data to responses team and others requesting information.

3. Tonia Bush, Operations Chief – Initiates current crisis plan until crisis dictates otherwise.

4. Carla Templeton, Safety Officer – Ensures the safety of individuals responding to a crisis.

5. Diana Rodriguez, Liaison Officer – Interfaces with other agencies responding to a crisis.

6. Kathleen Smithers, Planning Chief – Responsible for gathering data assessments, prepares short term plans.

7. Carla Templeton, Logistics Chief – Utilized and activated only when secondary responses are necessary such as additional transportation.

8. Wanda Brown, Post Trauma Chief – Responsible for activation of post incident counseling.

9. Sharon Weir, Scribe – Responsible for documenting all actions taken by and events reported to, Incident commander.

Fire Drill Procedures

1. Alarm will activate/sound.

2. Teachers will evacuate student following the evacuation maps

a. Those assigned walkie- talkies must take their walkie-talkies with them and have them set to the “admin” setting

b. Teachers must take grade books/rosters, class signs and emergency kits with them.

c. Classroom doors must be closed 

d. Classroom lights must be turned off

3. All staff members must evacuate the building following the evacuation maps.

4. The following staff members will sweep the assigned areas to make sure no students or employees are in the building:

a. Principal


b. TIS


MPR/Cafeteria/Labs

c. Math Specialist
3rd Grade wing

d. Dyslexia Teacher
1st Grade wing

e. Reading Teacher
4th grade wing

f. Early Intervention
2nd Grade wing

g. CIS




h. Diagnostician
Special Programs office

i. Librarian

Kinder  wing

j. Counselor

5th grade wing

k. PEIMS clerk

secure roster w/ phone numbers

l. Nurse


Clinic/meds

m. School secretary
Front office

n. Principals secretary
AU/Life Skills/PPCD

5. Teachers must remain with students and check to make sure all students are present.  Please report “all clear” or “student missing” to grade chair.  Grade chair will them report information to “Hall leader”

6. Teachers and students must wait until the announcement is made that it is safe to enter the building.

7. If you do not hear the announcement – remain outside with your class.

8. Do not prop outside doors open – even during a practice drill.
Bad Weather/Tornado Procedures

1. Principal/Principal’s Secretary monitors weather

2. Activate CMT

3. Teachers listen for directions

4. Individuals with walkie-talkies must turn them on to the “Admin” setting

5. If necessary – students will be moved to hallways and/or downstairs and placed away from the doors on the ends (interior rooms without windows may stay in classrooms).  The classes will go to the following locations

a. Evacuate cafeteria to multipurpose room

b. All classrooms with windows move to interior halls

6. Teachers must check roster to make sure all students are present

7. Wait until an announcement is made before returning to classrooms

8. In the event of a “Tornado Warning” the students must sit in the hallways in the “duck and tuck” position facing the wall of the hall.

Power Outage

During a power outage, remain with your students.  CMT is activated.  If we are completely without lights we will use the flashlights provided to move classes to the cafeteria (4th and 5th grades) and Multipurpose Room (3rd Grade).  All CMT team members will help with classes.  Students and Staff members must wait to relocate until a CMT member comes to your room with Directions Students must be escorted to restrooms.  If possible or necessary classes might be combined in order to help in other areas.  A CMT member will provide verbal instructions.

Early Dismissal due to emergency
If the school district decides on an early dismissal, the following actions will take place:

- Teachers will stay with students.

- Office develops sign out sheets

- Activate CMT

- CMT members will call for students at your room.

- Students will remain with their teachers unless called for.

A modified schedule will be developed (will likely include an early 

lunch).

- Teachers will eat with their students in the cafeteria or classroom

- Faculty and Staff are not allowed to leave during a situation.

If the students in the class have been checked out, the teacher is to 

report to office

- When students’ numbers dwindle, a CMT member will call for 

students to report to a common area

- Remain calm and remain with your students

Bomb Threat

1. Locate Crisis Procedure Manual and follow Bomb Threat Call Checklist.

2. Do not use any electronic device, including cell phones/computers/call buttons/etc.

3. Report call to front office and CMT activated.

4. CMT will meet in the conference room to assign duties to evacuate students.

5. If evacuation is necessary and no time for buses, we will walk students to GPISD transportation Dept.  All must exit according to fire evacuation route and proceed toward Transportation Dept.

Other Emergency Reminders to follow:

· Incident command station is in conference room.  Alternate location is music room.

· Teachers return to and remain with students during emergency

· Personnel without students will report to office for instruction

· Teachers will eat in cafeteria (or classroom) with students during emergency.

· No one is to leave building (for conference period, food, etc)

· If here is a situation/circumstance with any employee during this campus emergency situation, that employee MUST see principal, or acting principal.

· If a CMT member comes with a message or request, faculty member should honor the request at team member are following procedures outlined to them.

· It is critical that all employees follow procedures

· Do not send students to the office with discipline or clinic referrals.  If your situation is critical, bring the entire class to front office (unless in Lock Down Mode) where there are more adults present.

· Teach your children to follow and obey your orders so they know if they are ever in a situation they will follow YOU.

· Students are not to be sent out alone in the building at all during an emergency.

· Account for all of your students at the onset of a emergency situation

· During LOCK DOWN – no one is to enter or leave your room.

· Have a substitute plan that includes emergency procedures.

Severe Crisis Procedure

1. Principal/Assistant Principals on the scene

2. Activate the Crisis management Plan with the CMT through announcement if possible

3. Give CMT directions

If necessary:  Lockdown Mode will be announced through intercom


Lockdown Mode:

1. Lock Down will be stated over intercom

2. Remain Calm

3. When “Lock Down” is announced, all students must be moved into the nearest classroom and doors must be locked.

4. Teachers quickly account for students and follow status card procedure 

 EMERGENCY STATUS CARDS

DIRECTIONS FOR USE

*Get all students out of hallway and into classroom.

*Lock doors and turn off lights, and close any blinds.

*If your door does NOT lock, take students to the nearest classroom and continue lock down procedures.

*Keep student s quiet and out of site from the door window. 

*If all students are accounted for, post GREEN status card on the door window.

*If you cannot account for all students, have a medical emergency OR have noted something suspicious, place RED status card on the door window.

*If you do not have a door window, slide card under doorway.

*Keep students quiet and remain in locked classroom until notified that “Lock Down” is over.

5. Teachers close the mini-blinds and have students away from windows/doors.

6.  Stay in the room and wait for directions

7.  
Do not send any students out of the room


Do not leave the room

Do not turn on TV


Do not use cell phone/regular phones 


Do not use e-mail unless directed to do so.

9. Remain in lockdown mode until announcement is made.

Media on Campus

1. NO ONE is to speak to media except Principal or district spokesperson

2. No statement should be made from any employee or student to the media

3. If necessary – the media will be housed in parent room

4. At that point NO ONE is allowed to enter faculty lounge

5. District spokesperson will address any concerns

REMEMBER

If you are contacted by the media, whether on campus or off, you must respond with the following statement:

"You need to speak to the director of communications, Craig Eichhorn. His phone number is 832-386-1230."

· If the media calls an employee (employee calls supervisor(supervisor calls Craig Eichhorn.

· If the media calls a supervisor(supervisor calls Craig Eichhorn.

Alternative School Location

If the campus must be evacuated and students moved to an alternative campus:

1. Assistant principal will take the Technology Instructional Specialist, Counselor, Dyslexia teacher and school secretary to the alternative campus: 

a. 1st location is  Williamson Elementary (formerly Freedom)

b. 2nd location is Galena Park Elementary

2. School secretary will call alternate school to inform them. TIS will have school roster.

3. All classes must return to their homerooms

4. The following staff member will move to indicated area to help load the buses:

Go to Front Door


Go to rear bus ramp
PK, K, 1st, 2nd



3rd, 4th, 5th
Life skills, AU, PPCD

Custodians, Cafeteria
Math Resource



LA Resource

Speech Teacher


Music Teacher

Diagnostician



CIS



Early Childhood Specialist

 P.E. teacher


Special Ed. Aide


Reading Specialist



Dyslexia Teacher 


Librarian and Aide








PIEMS Clerk and Office Aide

5. When the bus arrives, PK, K, 1st grade and 2nd grade will load in the parking lot area.  3rd, 4th, and 5th grades will load at the bus ramp.

6. Teachers will load their class, have their grade books/ rosters, emergency page with them and ride the bus with their class.

7. Nurse will take students medication and take it to alternate campus.

8. Everyone must clear building 

9. All phone calls will be made at alternative campus (NOT NCE)

10. Any teacher or faculty member who cannot perform duties MUST inform Principal.

Shelter in Place Procedures

If source of leak, spill, explosion, fire, nuclear or weapons of mass destruction threat is off campus, Normandy Crossing will be told to “Shelter in Place.”

1. All windows and doors are locked and shut off all air conditioning, vents and fans.

2. School Secretary will place Shelter in Place signs on front doors, Coach and TIS will place signs on all back doors.

3. No One is allowed to enter or leave the building.  No children will be picked up from school.  They are safer inside the school building.

4. Once the “All Clear” is given, the campus returns to regular activities.

5. If source of chemical is on campus, all will evacuate outside, upwind, unless otherwise instructed.

General Safety

Items to remember during a crisis

1. Stay calm

2. Keep your students calm

3. Stay off all phones (cellular or land lines)

4. Stay off e-mail (unless instructed)

5. Follow ALL directions as given.

Daily Safety Rules
1. All outside doors (except main entrance) must be locked during the school day after 8:00 a.m.  Teachers should check to make sure doors are locked in their area.

2. Do NOT prop outside doors open for any reason.  Badges should be used for re-entry.

3. Do not open the locked doors.  All visitors must enter through front office.  Instruct students to follow this rule as well.

4. All visitors MUST wear a visitor PASS.  This includes parents, friends, spouses, or relatives of employees.

 *All teachers MUST question and direct any visitor to the office if he/she is NOT wearing a visitor’s pass.

5. Classroom doors should remain closed and locked during the school day.

6. Use the call button for direct communication to the front office.

7. Each teacher will be issued an emergency card to use for emergencies.  These will be sent directly to the office via a student of staff member to receive immediate assistance in an emergency situation.

Emergency Bag

Items to include in your emergency bag should include a current student roster with up to date parental contact information.  Also include items which will help occupy students in case of an extended evacuation.  This can include pencils, word searches, puzzles, games etc.  School Nurse will have emergency medical items (including student medicine).


Please keep this bag hanging on or near exit door where it can be easily located during an evacuation.  Please make sure students are aware of location in case of teacher’s absence.
SUSPECTED CHILD ABUSE PROCEDUREStc "SUSPECTED CHILD ABUSE PROCEDURES" \f C \l 1
If you suspect that a child is being abused or neglected, or if a child has confided in you that abuse or neglect is taking place, the law requires that you report it to the Texas Department of Protective and Regulatory Services (PRS) or a law enforcement agency.

Texas law requires an individual to make a verbal report to CPS or a law enforcement agency immediately upon learning of or suspecting the likelihood of abuse or neglect. Professional must report within 48 hours. Teachers fall into the category of professionals.

The decision to report is difficult to make. If you are feeling indecisive, you are encouraged to call. Remember, you are required by law to report any situation which you suspect involves abuse or neglect. Even if you are not sure you have enough information, you are encouraged to call. The intake staff is available to discuss the situation that has aroused your concern.

While it is the responsibility of the staff member that suspects the abuse or neglect to report it, the administrative team is here to provide support. One of us will be glad to sit with you while you make the call and assist you with the written report and the gathering of any evidence if necessary.

See the campus counselor to request forms and receive assistance with completing forms.

BEHAVIOR MODIFICATION PROGRAM "FOUNDATIONS"tc "BEHAVIOR MODIFICATION PROGRAM \"FOUNDATIONS\"" \f C \l 1
Normandy Crossing has a comprehensive behavior modification program (Foundations) to ensure the learning environment for all staff and students is physically and emotionally safe, socially civil, and academically productive.

In compliance with Education Code 11.25, Galena Park ISD will implement a behavior modification program to provide for the prevention and education concerning unwanted physical or verbal aggression, sexual harassment and other forms of bullying in school, or on school grounds.

Electronic Devicestc "Electronic Devices" \f C \l 1
The following electronic devices—CELL PHONES, GAMEBOYS, MP3s, etc—should not be brought to school.  District employees shall confiscate any electronic device visible, heard, or used during the instructional day.  Parents shall be notified within two school days after the electronic device is confiscated.  Confiscated electronic devices shall be held by the District for a period of 30 days after notification has been made.  Parents may obtain the release of the electronic device.  After the 30 day period has expired, the District shall dispose of the electronic device.  Due to the high volume of electronic device thefts, Galena Park Independent School District will not be responsible for the recovery of lost or stolen electronic devices.  GPISD Board Policy FNCE (Local)
Hallway Expectationstc "Hallway Expectations" \f C \l 1
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Hallway
E – eyes forward

A – always walk quietly

G – give and get respect

L – listen and learn

E – each hand is behind the back

S – shoes tied and shirts tucked
Teachers are expected to have hallway expectations posted in classrooms, review expectations, and have students walk in “EAGLES Formation” when in hallways.

Professional Attiretc "Professional Attire" \f C \l 1
The image of Normandy Crossing Elementary is important. As staff representing our school, the manner of our appearance/ dress has an effect on our relationships with students and their families, other employees, visitors and the general public. Professional attire/ apparel/ appearance (manner of dress, accessories, body art, etc.) portrays a sense of conservative practice and appropriateness for the work environment. Provocative, tight fitting clothing or other dress, accessories, etc. that cause undue attentions are not appropriate in the workplace.

Allowed and / or Appropriate for all staff:

· Slacks worn with jackets, blazers, sweaters, shirts or blouses

· Dresses and skirts at an appropriate length

· Culottes, split skirts, loose fitting "executive shorts" that are part of a suit

· Ties are not required

· The wearing of hose is optional

· Sandals and other appropriate shoes

· PE teachers may wear clothes that are appropriate for teaching physical education

· Jeans, tennis shoes, and spirit shirts are permitted on "NCE SPIRIT DAY"

All staff should use good judgment when selecting appropriate attire for the workplace. Administrators will address with individual staff attire they deem not appropriate for the workplace. Exceptions to the dress code can be made to accommodate a medical condition or school related functions.

Staff Appraisalstc "Staff Appraisals" \f C \l 1
Every staff member will be appraised yearly according to GPISD policy. Teachers will be appraised using the Professional Development and Appraisal System (PDAS) or the Galena Park Development and Appraisal System (GPDAS).

· Teachers will be provided training in the appraisal system used for them.

· All staff members will be assigned to a main appraiser for the year.

· Documentation gathered throughout the year can be considered when completing the appraisal summaries.

Staff Hourstc "Staff Hours" \f C \l 1
· The official faculty hours are 7:30am- 3:30 pm. All duty personnel will report at 7:10 am on their assigned day(s).

· All homeroom teachers shall be at their door to greet students/ monitor the hallways at 7:35 am.

· Staff members can arrive as early as 6:00am (head custodian arrival time) and stay as late as 7:00 pm. However, there may be times the custodial staff may ask faculty to leave earlier
Any staff member who leaves campus during school hours must sign out in the front office.
Attendance - Teacher/Stafftc "Attendance - Teacher/Staff" \f C \l 1
No one can take the place of a child's regular teacher. The best substitute teacher, although conscientious and skilled cannot begin to know each student and meet his/her needs as the regular teacher. However, there will be times when you will be unable to be present.

GPISD has an automated Sub Finder System that calls substitutes. Teachers who are going to be absent from school for any reason other than personal business, should follow these guidelines for reporting their absence:

· Call the sub finder system before 6 am to report an absence and secure a substitute. Phone# (281) 864-9666

· System locks after 6 am. Employee will need to secure substitute from sub-finder list and notify Mrs. Sharon Weir-Garcia or………..

·  Tonia Bush, asst. principal

     (832) 309-4805

      (281) 235-5825

· Inform Grade Chair & Duty Captain

*Doctor’s statement is needed after 5 consecutive absences.

On the day that you are absent, call the school by 2:00 PM and report if you are not going to return the next day so that every effort can be made to keep the same substitute.

Requests for personal leave day(s) and/or comp, day(s) must be submitted in writing at least two weeks in advance.

If you know you are going to be absent for workshops, jury duty, etc., complete a Sub-Request form and turn it in to the front office. The absence will be reported and a substitute will be secured for you. Please check the Substitute calendar a few days before your scheduled absence to make sure your class has been covered.

 After- School Faculty Meetingstc "Faculty Meetings" \f C \l 1
All staff members (unless otherwise noted) are expected to attend each meeting.

· Meetings will be scheduled on the monthly calendar.

· All meetings will begin at 3:15 p.m. and will be held in the library. If the time and/or location changes, you will be notified.

· If it is not possible for a staff member to attend a scheduled meeting, then he/she must notify an administrator before the meeting.

Please note: If you arrive late to a faculty meeting you may miss it entirely.
School Celebrations/Partiestc "School Celebrations/Parties" \f C \l 1
· There will be (2) "official" classroom parties per year: A Valentine's Day and a Christmas party. Students will be asked to bring money for each party to help fund the activities. Notice will be sent home for each event.

· Due to new state guidelines for student nutrition, Normandy Crossing will not be able to offer or serve any food item considered to be a "Food of Minimal Nutritional Value" at any time during the school day (with the exception of our two classroom parties). However, parents will still be allowed to send store-bought "treats" to share with the class for their child(ren)'s birthday. These treats may only be served in the classroom. Parents may drop off birthday treats in the front office. Please do not send balloon bouquets to the school. 
· The decision to exclude a student from a celebration/party will be determined after investigation of complaints/referrals by an administrator. No child may be excluded due to lack of funds.
NOTE: The "Foods of Minimal Nutritional Value" policy does not restrict the types of foods that parents may provide for their own child(ren)'s consumption during lunch. 

Field Tripstc "Field Trips" \f C \l 1
· There will be at least one field trip per grade level per year. 
· Field trips must receive prior approval from an administrator before they are scheduled. 
· Students may be asked to bring money to help fund the field trip. 
· Each student must have written parental consent in order to participate. 
· Grade levels must inform the school secretary and an administrator of the date of departure as soon as it has been finalized. 
· The cafeteria staff must also be notified in advance of the grade level's plans for lunch. 
· Bus transportation must be coordinated with the school secretary.  The teacher must complete a field trip transportation form. 
· The need for chaperones will be determined at the time of scheduling a fieldtrip by the grade level and administrators. Parent chaperones MUST have background check on file with the district. (Senate Bill 9)

· Teachers will need to take student permission forms, student rosters with telephone numbers and an emergency kit on the field trip. 
· A copy of each roster, depicting who is absent, must be given to the front office on the day of departure. 
· The decision to exclude a student from a field trip will be determined after investigation of complaints/ referrals by a campus administrator.

Instructional Componentstc "Instructional Components" \f C \l 1
Review/Maintenance Lessons 

All teachers shall include at least one review and/ or maintenance lesson daily for each core subject. These lessons should be a cumulative review and practice of any previously MASTERED skills. These lessons should be indicated in lesson plans.

Two-concepts 

All teachers following the "block schedule" shall include at least two "concept" lessons for each core subject each class session (remember you are covering 2 days worth of lessons). Concept lessons can include the introduction of new material/skills, isolated skill/concept, continuing guided practice of a skill/concept, leveled reading groups, and LOTS OF MANIPULATIVES!!!!

Accelerated Reading

1. Provide a minimum of 30-minutes daily for student reading practice. This will include reading to students, reading with students, students reading independently, and AR quizzes.

2. Sign student reading logs each day.

3. Administer the STAR reading test periodically through the year.

Motivate students to reach individual reading goals.

	
	Lesson Cycle

Focus 

3 Min
	Get the students attention / Sit up in your seats We are ready to begin our lesson

IFA

Quick Oral Review

	
	Concept 1 

5 Min

Anticipatory Set

If possible relate to -peal life or how it will be used in their life The HOOK! Get the kid interested

10-15 Min

Introduction

Activate prior knowledge

an

25-30 Min

Exploratory/Discovery Learning TexTeams

SW

AMI

Gourmet

Curriculum Binder Activities Discuss what the kids discovered or learned 10-15 Min

Guided Practice w/Teacher

Take the lesson to a semi-concrete stage

Let kids go to the board Draw or illustrate

Students demonstrate application of skill learned Independent Practice

This may actually come later Closure

Review what was learned

Concept 2 

Repeat the above lesson cycle

Review 

Maintenance Skills 

TAKS Target/TAKS Practice 


Conference Periodstc "Conference Periods" \f C \l 1
The state requires that each classroom teacher is entitled to at least 450 minutes within each two-week period for instructional preparation including parent-teacher conferences, evaluating students' homework, and planning. A planning and preparation period may not be less than 45 minutes within the instructional day. During that time, a teacher may not be required to participate in any other activity. Education Code 21.404

Each teacher will be provided with at least 45 minutes each day

Students will attend PE, Music, Library, Art, or Computer Lab during the teacher's conference period

Conference periods may be used for planning, parent conferences, grading, etc.

Teachers are to be on campus during their conference periods. If you must leave the campus for any reason, please speak with one of the administrators prior to signing out in the front office.
If students remain in the classroom during a teacher's conference period, they must be supervised at all times.
Teachers shall drop off and pick up their classes on time.

Part of one conference period each week shall be used for team planning.

Team Planning

It is an expectation that teams will plan together at least once each week. Mondays have been reserved for team planning sessions. This allows for pullout teachers and administrators to attend when needed, as well as limiting parent conferences.
Students should not remain in the classrooms during the teacher's conference period. Exceptions must have prior approval from an administrator.
Conference Periods

	Activity Personnel
	7:30-8:15 & 10:45 – 11:15

	8:15-9:15
	2nd Grade

	9:15 – 10:15
	5th Grade

	11:15 – 12:15
	1st Grade

	12:15 – 1:15
	3rd Grade

	1:15 – 2:15
	4th  Grade

	2:15-3:15
	Kindergarten/PK

	
	


Staff Duty Expectationstc "Staff Duty Expectations" \f C \l 1
“SUPERVISE"

"BE THERE & BE AWARE"
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· PROTECT

· EXPECT (STUDENT EXPECTATIONS THAT HAVE BEEN TAUGHT)
· CONNECT (LOOKING, SMILING, SAYING THEIR NAMES)
· CORRECT

Morning Duty Procedurestc "Morning Duty Procedures" \f C \l 1
All staff members will be assigned to a morning duty location. Staff members must report to their duty location by 7:10 am on the assigned day. It is imperative that the duty locations are supervised the entire duration of the assignment. All staff members must notify their duty team leader, grade level chairperson, or the front office if they are going to be late or absent.

Cafeteria Duty

· The serving lines open at 7:10 am for breakfast.

· Staff members should be circulating throughout the cafeteria to ensure that students are cleaning up their areas and not playing.

· As students finish eating, they must clean their table and report to their assigned holding area.

· Any student being rude, too loud, or finished eating can be told to put his/ her tray up and report to their holding area.

· Only "late bus" arrivals will be allowed to continue eating past 7:35 am.

Holding Areas

· Students will sit quietly and /or read a book until 7:35 am.

· Staff members should circulate throughout the area.

Students will be dismissed in an orderly fashion beginning at 7:35am.
Morning Duty

Area Expectations

Teachers are expected to be at their duty station at 7:10 a.m.  Please see designated area for specific expectations.

Cafeteria/Bus Ramp
Primary duty is to monitor students in line and eating breakfast at tables.  Remind students to exit and wait in holding areas when they are finished eating to make room for others to sit.  Monitor bus ramp to make sure students enter building through correct doors and walk into cafeteria.  Duty is over at 7:30 when next monitor comes in.  Do not leave students unsupervised.

Bus Ramp Crossing
Primary duty is to escort students walking across walkway.  Monitor bus ramp to make sure students walk off of the bus and directly into cafeteria.  If there is a bus unloading as a student is walking on the campus, the student crossing the line of traffic should always be given priority.  Duty is over at 7:30 when next monitor comes in.  Do not leave area unattended.

Music Room
Monitor 1st and 2nd grade level students to assure they are in correct lines, reading, or working quietly.  At 7:30, have students walk in line to correct grade level pod.  Your duty is over when students have entered their classrooms.

Parent Drop Off
Monitor students as they exit cars and enter building.  There is only 1 line of traffic at morning drop off because of reduced staff.  Duty is over at 7:35 when next monitor comes in.  Do not leave students unsupervised.

3-5th grade-level pods
Students report directly to pod area upon arrival OR after breakfast.  Monitor students sitting in grade level pod area.  Students should be reading or working quietly.  Monitor students as they enter rooms at 7:35.

Back stairwell/Upstairs
Monitor upstairs stairwell between 4th and 5th grades.  Make sure students report directly to pod area.

Duty-free Lunch

All staff members will be provided with a 30-minute duty-free lunch.

· Teachers will take their lunch break at the same time their class is having lunch.

· Staff members leaving campus during his/her lunch period must sign out in the front office. Teachers must sign back in upon returning to campus.

· Teachers need to pick up their class promptly at the end of the assigned lunchtime.
Dismissaltc "Dismissal" \f C \l 1
All staff members will have an assigned dismissal duty location. These locations must be supervised every day for the duration of the duty time. Regular dismissal duty ends at 3:15 pm.

· Teachers shall have all students ready for dismissal at 2:50 pm. At 2:50, all teachers shall begin escorting students to their assigned areas.

· Bus riders, and walkers, should be at bus ramp at 2:55 pm.  All others (car riders, day care, Colorado club) should be at dismissal location at 3:00 p.m.

· Each grade level is responsible for supervising all bus students on their grade level until they leave

· Parents arriving after 3:30 will be required to sign out their sign student(s) in the office.
	Morning Duty Scheduletc "Morning Duty Schedule" \f C \l 1

	 
	 
	 
	Team 1
	 
	Team 2
	 
	Team 3
	 
	Team 4

	Captains
	 
	 
	Clark
	
	Seale
	
	Price
	
	Ables

	Locations
	Grade(s)
	 
	
	
	
	
	
	
	

	Cafeteria
	all
	 
	Thomas
	
	Christ
	
	Jurand
	
	Mills

	
	
	 
	
	
	
	
	
	
	

	Parent Drop off
	all
	 
	Batarse
	
	Ortiz
	
	Rivera
	
	Smithers

	
	
	 
	
	
	
	
	
	
	

	Bus Ramp
	all
	 
	Hicks
	
	Alvarez
	
	McKee
	
	Cook

	
	
	 
	
	
	
	
	
	
	

	 Front Hallway
	all
	 
	Flores
	
	Gibson
	
	Muse
	
	Porter

	
	 
	 
	
	
	
	
	
	
	

	Downstairs Hallway
	all
	 
	Bowie
	
	White
	
	Barahona
	
	Massie

	
	
	 
	
	
	
	
	
	
	

	Upstairs Hallway
	3rd, 4th, 5th
	 
	Erwin
	
	Hall
	
	T. Davis
	
	Ross

	
	
	 
	
	
	
	
	
	
	

	Music Room
	1st & 2nd 
	 
	Herring
	
	Miles
	
	DelaPena
	
	Livaudais

	
	
	 
	
	
	
	
	
	
	

	Kindergarten Hall
	Kinder
	 
	Esqueda
	
	Villarreal
	
	Simmons
	
	Julian

	
	
	 
	
	
	
	
	
	
	

	3rd Grade Pod
	3rd
	 
	Gallilee
	
	Davis
	
	Aguilar
	
	Mena

	
	
	 
	
	
	
	
	
	
	

	4th Grade Pod
	4th
	
	Godfrey
	
	Garcia
	
	Marsalis
	
	Green

	
	
	
	
	
	
	
	
	
	

	5th Grade Pod
	 5th
	 
	Maynard
	
	L Garcia
	
	Barrett
	
	Moye

	Ms. Brown and Team Captain will monitor halls from 7:35 – 7:45.
	
	 
	
	
	
	
	
	
	

	
	 DATES
	 
	Aug. 24 – 28
	
	Aug 31 – Sept 4
	
	Sept. 8 – 11
	
	Sept. 14 - 18

	
	 
	 
	Sept 21 – 25
	
	Sept 28 – Oct 2
	
	Oct 5-9
	
	Oct. 13 - 16

	
	 
	 
	Oct 19 – 23
	
	Oct 26 – 30
	
	Nov. 2 – 6
	
	Nov. 9-13

	
	 
	 
	Nov. 16 – 20
	
	Nov. 30 – Dec. 4
	
	Dec 7 – 11
	
	Dec 14 – 18

	
	 
	 
	Jan 5 – 8
	
	Jan 11 – 15
	
	Jan 19 – 22
	
	Jan 25 – 29

	
	 
	 
	Feb. 1 – 5
	
	Feb. 8 – 12
	
	Feb. 16 – 19
	
	Feb 22 - 26

	
	 
	 
	March      1 – 5
	
	March         8 – 12
	
	March 22 - 26 
	
	March 29 – Apr. 1

	
	 
	 
	April 5 – 9
	
	April 12 – 16
	
	April 19 – 23
	
	Apr. 26 - 30

	
	 
	 
	May 3-7
	
	May 10 – 14
	
	May 17 – 21
	
	May 24 - 29

	
	 
	 
	June 1
	
	June 2
	
	June 3
	
	June 4

	
	 
	 
	
	
	
	
	
	
	

	
	Duty begins at 7:10.  Students will be dismissed starting at 7:35. You may leave when all of your students have been dismissed

	
	

	
	

	
	


Morning Duty

Area Expectations

Teachers are expected to be at their duty station at 7:10 a.m.  Please see designated area for specific expectations.

Cafeteria/Bus Ramp
Primary duty is to monitor students in line and eating breakfast at tables.  Remind students to exit and wait in holding areas when they are finished eating to make room for others to sit.  Monitor bus ramp to make sure students enter building through correct doors and walk into cafeteria.  Duty is over at 7:30 when next monitor comes in.  Do not leave students unsupervised.

Bus Ramp Crossing
Primary duty is to escort students walking across walkway.  Monitor bus ramp to make sure students walk off of the bus and directly into cafeteria.  If there is a bus unloading as a student is walking on the campus, the student crossing the line of traffic should always be given priority.  Duty is over at 7:30 when next monitor comes in.  Do not leave area unattended.

Music Room
Monitor 1st and 2nd grade level students to assure they are in correct lines, reading, or working quietly.  At 7:30, have students walk in line to correct grade level pod.  Your duty is over when students have entered their classrooms.

Parent Drop Off
Monitor students as they exit cars and enter building.  There is only 1 line of traffic at morning drop off because of reduced staff.  Duty is over at 7:30 when next monitor comes in.  Do not leave students unsupervised.

3-5th grade-level pods
Students report directly to pod area upon arrival OR after breakfast.  Monitor students sitting in grade level pod area.  Students should be reading or working quietly.  Monitor students as they enter rooms at 7:30.

Back stairwell/Upstairs
Monitor upstairs stairwell between 4th and 5th grades.  Make sure students report directly to pod area.

Captain

Duty Captains will assure that all duty locations are monitored.  Team members will notify captains if they are late.  Captains are to monitor Cafeteria Hallway from 7:35 – 7:45.
Morning Announcement Schedule
	Week of:
	Teacher
	Date
	Teacher

	Aug. 31
	Maynard
	March 29
	Barahona

	Sept. 8
	Barrett
	Apr. 5
	Batarse

	Sept. 14
	L. Garcia
	Apr. 12
	Julian

	Sept. 21
	Ross
	Apr. 19
	Simmons

	Sept. 28
	Moye
	Apr. 26
	Christ

	Oct. 5
	A. Garcia
	May 3
	Villarreal

	Oct. 12
	Green
	May 10
	Alvarez

	Oct. 19
	Godfrey
	May 17
	PPCE/Life Skils/AU

	Oct. 26
	T. Davis
	May 24
	Flores

	Nov. 2
	Marsalis
	May 31
	Esqueda

	Nov. 9
	Hall
	
	

	Nov. 16
	Gibson
	
	

	Nov. 30
	Galilee
	
	

	Dec. 7
	C. Davis
	
	

	Dec. 14
	Aguilar
	
	

	Jan. 4
	Mena
	
	

	Jan 11
	Ortiz
	
	

	Jan. 19
	White
	
	

	Jan. 25
	Herring
	
	

	Feb. 1
	Porter
	
	

	Feb. 8
	Massie
	
	

	Feb. 15
	DelaPena
	
	

	Feb. 22
	Miles
	
	

	March 1
	Hicks
	
	

	March 8
	Livaudais
	
	

	March 22
	Bowie
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	Lunch Scheduletc "Lunch/Conference Schedule" \f C \l 1

	
	Line 1
	
	
	
	Line 2

	Time
	Teacher
	Table
	Duty Personnel
	Table
	Teacher

	10:00 – 10:30
	Villarreal
	A
	Hagans

10:00 – 10:30 
	B
	Alvarez

	10:05 – 10:35
	Julian
	C
	
	D
	Christ

	10:10 – 10:40
	Simmons
	E
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	 
	
	 
	
	
	

	10:30 – 11:00
	Hicks
	F
	Giles

10:30 – 11:00
	G
	Miles

	10:35 – 11:05
	Bowie
	H/I
	
	
	

	10:40 – 11:10
	Barahona
	A
	
	B
	Livaudais

	10:45 – 11:15
	Batarse
	C
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	 
	
	 
	
	
	

	11:00 – 11:30
	DelaPena
	D
	Suarez/Smith

11:00 – 11:30
	E
	Ortiz

	11:05 – 11:35
	Porter
	F
	
	G
	Massie

	11:10 – 11:40
	Herring
	H/I
	
	
	White

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	11:30 – 12:00
	Aguilar
	A
	Perez/Cook

11:30 – 12:00
	B
	Mena

	11:35 – 12:05
	C. Davis
	C
	
	D
	Galilee

	11:40 – 12:10
	Gibson
	E
	
	F
	Hall

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	11:50 – 12:20
	Godfrey
	G
	G. Avitia/Vasquez

12:00 – 12:30
	H/I
	Green

	11:55 – 12:25
	T. Davis
	A
	
	B
	J. Marsalis

	12:00 – 12:30
	A. Garcia
	C
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	12:20 – 12:50
	L. Garcia
	
	L. Avitia /Zuniga

12:30 – 1:00
	
	A. Barrett

	12:25 – 12:55
	Moye
	
	
	
	Ross

	12:30 – 1:00
	A. Maynard
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Early Dismissal Lunch Schedule

On Early Dismissal Days, students will receive a sack lunch and return to class with their teacher.  There will be no cafeteria duty on Early Dismissal days.

	TIME
	LINE A
	LINE B

	
	
	

	10:00
	Christ
	Esqueda/Flores

	10:05
	Julian
	Alvarez/Villarreal

	10:10
	Simmons
	Miles

	10:15
	Livaudais
	Bowie

	10:20
	Hicks
	Batarse/Barahona

	10:25
	DelaPena/Ortiz
	Massie/Porter

	10:30
	White
	Herring

	10:35
	Mena/Aguilar
	Hall/Gibson

	10:40
	Davis
	Gaililee

	10:45
	Godfrey
	Garcia/Green

	10:50
	Marsalis/
	Davis

	10:55
	Maynard
	Barrett/Garcia

	11:00
	Ross
	Moye


Permission to Leave Early or 

Notification of a Scheduled Absencetc "Permission to Leave Early or" \f C \l 1
Name__________________________

Date______________________

Date of absence(s)___________________

Time Wanting to Leave_______________


(Emergencies Only)

Reason for wanting to leave early or absence: All other appointments must be pre-approved and not the day of.

________________________________________________________________________________________________________________________________________________________________

Approved by______________________________

Principal/AP signature             Date

Person who will be covering class________________________

(Completed by staff member or office staff)


Received in Office______________________

Date & Time

This must be hand delivered to Sharon Weir after approval.
Parent Conference

Please complete and submit to Ms. Bush after each conference or phone contact.

Circle one:  Phone Conference / Meeting Notes

Date:______________________

Parent:__________________________

Student:__________________________

Teacher:__________________________

Others present:__________________________________________________

Parent Signature:________________________________________________________

Parent Conference

Please complete and submit to Ms. Bush after each conference or phone contact.

Circle one:  Phone Conference / Meeting Notes

Date:______________________

Parent:__________________________

Student:__________________________

Teacher:__________________________

Others present:__________________________________________________

Parent Signature:________________________________________________________

---------------------------------------------------------------------------------------------------------

Parent Conference

Please complete and submit to Ms. Bush after each conference or phone contact.

Circle one:  Phone Conference / Meeting Notes

Date:______________________

Parent:__________________________

Student:__________________________

Teacher:__________________________

Others present:__________________________________________________

Parent Signature:________________________________________________________

REPORT CARD GUIDELINES – GRADES 1-5



[image: image4]
Reading


16 – 18 Grades





Language Arts





Science


16 – 18 Grades


(E,S, N, U – 1st grade)





Social Studies


16 – 18 Grades


(E,S, N, U – 1st grade)





Math 


16 – 18 Grades





Composition 


16 – 18 grades





Spelling/Grammar 16-18 grades
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