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MISSION
The mission of Loftis Middle School’s faculty and staff, in partnership with parents, students, and members of the community, is to provide a safe environment with a focus on learning and continuous improvement that promotes and encourages the cognitive, physical, social, and emotional development of our student body, while challenging them to become and excel as lifelong learners, independent thinkers, respectful individuals, hard workers able to do difficult things, and responsible citizens able to thrive in a rigorous high school.

VISION
We want to see students walk out of the doors of Loftis Middle School at the end of their 8th grade year well-prepared for high school, on track for college, and well on their way to limitless options for the world of work and good citizenship.

COMMITMENT
Loftis Middle School administrators, faculty, and staff will hold all students at the core of every decision made.  We are committed to creating a diverse, supportive, and rigorous learning environment.  We will continue to provide an academically challenging course of study in which every student has an opportunity to succeed by exploring personal talents, developing life skills, investigating rigorous content and achieving at the highest academic level.

Responsibility

Everyone at Loftis has the responsibility to show respect for the rights, feelings, and beliefs of others and to behave in such a way as to earn the respect of others toward themselves.  Each person is responsible for work to be done each day.

· Courteous behavior and speech are expected.

· Bullying, pushing, shoving, and hazing are prohibited.

· Respect for self and others should prohibit displays of affection between students.

· Administrators, teachers, and the guidance counselor will help anyone having a problem with another student
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2017-2018 GENERAL INFORMATION
Accident Reports:
Any accident involving students, teachers, guests, or property damage that occurs at school or on a school related activity must be reported on the appropriate forms that are available online at www.hcde.org.  Coaches and club sponsors must also follow this procedure.  The office will report all accidents to the Hamilton County Office of Risk Management.  Please complete these forms immediately following the accident.  These must be submitted to the risk management on the day the accident occurs. This is for your protection.  Absence from a classroom does not relieve you of liability.  Teachers are not permitted to leave their classroom when students are in attendance at any time.
Announcements: 

 

Announcements will be made each morning immediately following the 7:15 A.M. bell.  Any necessary announcements from teachers / coaches / etc… should be written on a full sheet of paper and placed in the basket in the front office by 7:05 A.M.  Other pertinent announcements will be made at the close of the school day.  During the school day, intercom use is prohibited except in the case of an emergency.  All intercom use must be cleared through the administration.  

Assignments:

Assignments should be provided to students in a clear and concise manner.  Rubrics should be used when assignments are given.  Assignments should be clearly detailed in weekly lesson plans.  Assignments should be directly related to Tennessee state standards.  Assignments should be performance-based whenever possible.  Assignments should be written on classroom boards so that there is no room for confusion as to what the directions are.  Students should be using their Agenda-Mates on a daily basis to record assignments.  
Assignments should also be updated on PowerTeacher/PowerSchool weekly.
 

Attendance – Students:
 

Daily attendance will be taken each morning at the beginning of first period.  Attendance must be entered into PowerTeacher by 7:30 A.M. 

 

Even though attendance will only be taken in the morning, it is imperative that each teacher check and document individual student attendance at the beginning of every period.  Students who are absent from or tardy to a class should be marked appropriately each day in the roll book /grade book.  This hard copy of absences and tardies may be checked periodically in order to validate our computer entries.  Remember: Absences per class are recorded on the report card.
 

If at any time a student is absent from your classroom and is not listed on the daily report as absent, immediately send word to the office regarding the missing student. Don’t wait until the end of the period.
A student should present an excuse note to his/her first period teacher upon his/her return from an absence.  A student who returns from an absence without a note will have his/her absence considered unexcused until the student verifies his/her absence.

Attendance – Teachers:
 

Attendance by teachers, not absences, is certainly the focus and norm in an excellent school.  YOU are the primary instructional operative in the building, and the instructional program SUFFERS when you are absent.  

Sick leave shall mean leave of absence because of illness of an employee from natural causes, accident or quarantine or illness of a member of the immediate family of an employee, including the employee’s wife or husband, parent, grandparent, child, grandchild, brother, sister, mother-in-law, father-in-law, daughter-in-law, son-in-law, brother-in-law, and sister-in-law.

Personal Leave: All teachers shall be granted a total of three (3) days of paid leave per year employed, non-accumulative, for personal leave.  Personal leave may be used for personal reasons and can be taken at the discretion of the employee.  An employee shall not be required to give reasons for the use of any personal leave.  Employees planning to take personal leave shall request approval from his/her principal at least one (1) working day in advance of his/her absence, except when conditions beyond the control of the employee do not permit such advance request.  If one (1) working day advance request is not possible, the employee shall request approval as soon as possible.  All requests for personal/professional leave must be submitted on the proper forms that may be obtained from the school secretary or accessed at www.hcde.org.  Teachers are encouraged to secure their own substitutes in advance whenever possible.  (Note that a pre-arranged substitute should be listed on the personal leave form prior to turning it in for approval.)                                                                      

Teachers are to be on duty and ready to teach upon the students’ dismissal from bus duty at 7:05 A.M.  Please sign in daily and note the time of your arrival.  This is imperative in order to properly complete the bi-weekly time sheet for payroll.  If it becomes necessary for any teacher to leave campus during school hours, the teacher should sign out in the main office after clearing this with the Administration.  Teachers may leave the building at 2:35 or after the students you are responsible for are gone.  
Bookkeeping
Collections:
Each teacher will be provided a collection log for recording ALL monies collected by that teacher.  A separate log sheet is to be used for each item or occasion.  It is important that accurate and complete records be maintained by each teacher as the school and you are accountable anytime you collect money.  Be sure your log is balanced with the money you turn in daily.  Internal and external auditors audit financial records maintained by each teacher each year; therefore, all collection logs must be turned in to the bookkeeper upon completion.  Incomplete logs will be returned to the teacher for correction. LOG BOOKS ARE DUE AT NOON.
Do not cash any checks or give money back on a check. Log all money collected for school fees, class fees, etc. when a student pays the money.  Specify on the log with a C for cash or check mark for a check.  Be sure to date and sign the log.

When accepting a check – write on the check, in the lower left hand corner (memo), the name of the student and their homeroom.  (Student names do not always match parent names)

DO NOT DESTROY ANY COLLECTION LOGS.  If you make a mistake, mark “VOID” and keep the log in your book.  Do not erase, alter, or use liquid paper on any financial record.  Mark a line through the mistake, correct and initial it.  No pencils should be used.
All monies collected must be properly logged, dated, totaled, balanced, initialed, and deposited in your pouch and turned in to Ms. Jackson.  After counting, your pouch and log sheet (initialed by bookkeeper) will be returned.  
Fees can be requested but cannot be required.  Any fees collected must be approved by Central Office.

Purchases:
ALL PURCHASES MUST BE APPROVED WITH A COMPLETED PURCHASE ORDER BEFORE THE PURCHASE OR ORDER IS MADE.  Payment for purchases will not be the responsibility of the school unless a purchase order is approved in advance of the purchase.

If you purchase before the P.O. is approved, by bookkeeper AND principal, it could be your personal purchase.  No school money will be authorized.  No one other than you is to fill out a P.O.

The following basic procedures should be followed in regard to purchases:

1. We have a HCDE PO requisition form.  Before you request a P.O. you need to make sure that you’ve completed all other required procedures… quotes, etc.  The purchase order request will need to provide a statement of what is being purchased, where it is being purchased, how much it will cost (include shipping if applicable) and what account the funds will come from.  Other information may be necessary.
2. Ms. Jackson will fill out P.O.s and send them to Mr. Eller for signatures.  
3. Reimbursements must be accompanied by cash receipts, paid invoices, cancelled checks, etc. and the purchase order.  MONEY PAID AS SALES TAX CANNOT BE REIMBURSED.

4. Personal checks cannot be cashed with school funds.

5. Do not order or purchase any services or products until the P.O. is completely filled out and signed by both the bookkeeper and the principal.  You will be responsible for the purchase in the event that an order or purchase is made before proper procedures have been taken care of.
Fundraisers:
ALL fundraisers require advance approval from the principal and CENTRAL OFFICE.  Use the form provided by central office.  School property may not be used for personal financial gain.
MAKE SURE YOU COMPLETE ANY AND ALL REQUIRED PAPERWORK WHEN DEALING WITH FINANCIAL SITUATIONS.  ALL CONTRACTS AND AGREEMENTS WITH VENDORS AND/OR OTHERS SHOULD BE IN WRITING.

You are responsible for being aware of the contents found in the Tennessee Internal School Uniform Accounting Policy Manual.  It can be obtained at the following website.

http://tennessee.gov/education/support/ed331936.shtml
Building Security:

 
Please be aware of any unfamiliar persons in the school building.  According to state law, all visitors must sign in and wear a “VISITOR” badge throughout the building for the duration of their visit.  If you see anyone in the building that you don’t recognize and who doesn’t have a visitor’s sticker, please ask if you may help him or her.  They may need only to be directed to the main office to sign in.   Let the office or School Resource Officer know if you need any help.
Be sure to close and lock all doors and windows at the end of the day.  Be sure lights are turned off.  Lock your desks, file cabinets, and classroom doors.  If you notice anything that looks suspicious, report it to the office immediately.

LMS uses a security system.  Do not enter the building after hours unless you’ve made arrangements with someone who has access to the security system.

Bulletin Boards:

Bulletin boards are a source of motivation, interest, aesthetics, education, and community relations.  Character traits should be reflected on one of your bulletin boards.  Student work should be posted on a regular basis and be relevant to what is occurring in class. Bulletin boards need to be maintained by the individual teacher and changed regularly.  
 

Bus Duty:

 
Bus duty is assigned in order to best ensure the safety of all students as they enter and leave the building each day.  Therefore, it is imperative that every area be properly monitored at all times.    

 

Morning bus duty teachers should be in their assigned area no later than 6:45 A.M.  Teachers are to sign the bus duty roster upon their arrival in the morning.  Morning bus duty ends when the first bell rings.   Afternoon bus duty teachers should report to their assigned area immediately upon dismissal from school.  Afternoon bus duty ends when the last bus leaves or 15 minutes after the end of the school day (in front of building).  NO STUDENTS should be left without supervision at any time.  Coaches and club sponsors should supervise their students by being present with students after practice, games, and club meetings until the last student is picked up.
Bus Duty Guidelines
Morning 6:45-7:05

#1 Bus Drop Off (Back of Building)/Front Lobby – Buses only unload at the band side awning.  Students will enter the gym and sit in their designated grade level areas. After all the buses have arrived, go to the front lobby to help move/direct students to the gym or cafeteria.  Check restrooms periodically and move students out of them.

#2/3 Cafeteria – Students will place backpacks against the wall of the cafeteria as they enter through the first door.  They fill in all seats and stay the entire time. They have to eat school food, or they are sent back to the bleachers in the gym.  Release them by table only when the area is clean. They will pick up their backpacks and report to class at 7:05

#4 Gym 8th grade side (Downstairs Band/Chorus Side) – Students fill in all seats at the top of each section. They do not leave the gym for any reason.  Release them starting at the top with two sections at a time.

#5 Gym 7th Grade Side (Upstairs Cafeteria Side) - They fill in all seats starting at the top of each section.  They do not leave the gym for any reason.  Release them starting at the top with two sections at a time.

#6 Gym 6th Grade Side (Downstairs Cafeteria Side) – They fill in all seats starting at the top of each section.  They do not leave the gym for any reason. Release them starting at the top with two sections at a time.

#7/8 Car Rider Drop-Off (Front of Building) – There should be two lanes of traffic with drop off only in the front of the school area.  Students either go to breakfast or the gym.  One teacher should be posted between the two lanes of traffic at the front awning and one at the mailbox to assist with unloading beyond the awning. At 7:05, an administrator will take over duty. Do not leave the car rider drop-off until you have been relieved by an administrator. 
Afternoon 2:15-2:30

· No student should exit the building except from the front entrance and through the gym to load the buses. Students will no longer be able to be picked up from the side parking; parents must go through the car rider line.

#1/2 Bus Pick-Up (Back of Building) – All buses load in a single file line and do not leave until instructed to do so by the person posted at the cafeteria awning.  The other person should be at the band side awning.  

#3 Front Lobby – Students only exit through the front door for car riders and the gym door on band side for buses.  Send kids on their way.  

#4 Seventh/Eighth Grade Intersection – No student is to exit through any door except the band side gym door or front door.  Send kids on their way and prohibit lingering in hall or bathroom.  

#5 Sixth Grade Intersection – No student is to exit through any door except the band side gym door or the front door.  The CDC kids will pick up at their designated door on this end of the school.  Send kids on their way and prohibit lingering in the hall or bathroom.  

#6/7/8 Car Riders (Front of Building) – There should be two lanes of traffic loading only in the front of the school area.  One person should be posted at the front of the awning, one at the mailbox, and another directing traffic with the megaphone.  Do not wait an excessive amount of time on a student.  The cars are released at the same time and anyone not loaded will need to go back to the end of the line and start over.  No one should be allowed to pull up and park to wait on his or her child.
Teacher Responsibilities:
· It is the teacher’s responsibility to make sure they are in their designated area no later than 6:45 in the morning and 2:15 in the afternoon.  When you are late or do not show up, it becomes a liability because that post is not covered while students are on campus.  It is also an inconvenience for those on your bus duty team.

· If you are unable to cover your assigned post due to other responsibilities such as clubs, coaching, etc., it is your job to switch with another coworker to ensure equity among the faculty duties.  You need to let your bus duty leader know of your replacement and put their name in place of yours on the sign-in sheet.

· Teachers need to sign in every morning as usual but also sign the bus duty log during your week your duty begins.  This will be posted on the counter beside the daily sign-in sheet, which will be checked, to ensure all posts are covered on a daily basis.

Students requesting to ride a bus they are not assigned to must have a written note signed and dated by a parent/guardian with a phone number where they can be reached.  All notes should be brought to the office at the beginning of the day.  Notes will be verified by the office.  Student may pick up their bus pass at the end of the day.  No one will be permitted to ride a different bus without a bus pass.
 

Cafeteria:

Behavior in the cafeteria reflects the character of a school.  Remind your students that we expect proper behavior in the cafeteria.  Students are not to yell or make loud noises, be out of their seats (unless purchasing food, returning their trays or throwing away trash), and they are to keep their hands and feet to themselves.  Please help the cafeteria duty teachers make sure the tables are left neat and clean for the next class.  .  Classes are to be escorted to/from the cafeteria by their teachers/team.  All teachers should help maintain proper behavior of students in the cafeteria
Calendar of Events:

At the beginning of the year, all expected events for the school year should be put on the school calendar. Should there be a change in an event or a new event to be added, please ensure the school calendar is updated. The guidelines for posting an event include:

· Approval by the Principal

· Athletic Director must approve athletic events.  Coaches are responsible for posting events on the master calendar in the front office.
· Mrs. Losey keeps the Loftis Middle School calendar.
 

Classroom / Hallway Management:

 

Never leave your students unsupervised for any reason.  

Good classroom management is essential to effective teaching, and effective teaching is essential to good classroom management.  The best way to maintain discipline and create an effective climate for learning is to PLAN.  Teacher instruction and student-centered activities should begin as soon as class is underway and continue through the end of the instructional time.  

 
Regarding discipline – First, the majority of classroom management and discipline should be handled by the classroom teacher and/or the grade level team. Only offenses a teacher can no longer cope with should be referred to the office. Before making a referral to the office the following should occur:

· Appropriate interventions must have been attempted within the classroom.
·  Parent contact must be made by the teacher addressing the issue.  Parent contact includes: a note home, email, phone calls, and conferences.  All contact should be documented appropriately.  It is highly recommended that each teacher keep a personal communication log, documenting date, time, and a summary of each phone call/email/letter/conference.  
· Should the issues persist, put on the referral form the interventions tried and date/type of parental contact. 

When behaviors warrant a referral, please send a detailed written referral to the office and we will deal with the student(s) as soon as possible.  DO NOT simply send a student to the office.
 

When immediate intervention is needed includes:
 

· fighting /violence/serious threats

· suspected possession or use of tobacco/drugs/alcohol
· suspected possession of any type of weapon
· insubordination
 

HALLWAYS: To maintain a safe atmosphere in the hallways, teachers are expected to be on hall duty at any time that their grade level or team is dismissing or receiving students.  You should monitor in such a way that you are aware of both hallway and classroom activities.  Please assist in keeping student movement and noise levels to a minimum. While on hall duty, help students get to classes quickly
 

Students are expected to report to classes on time. Should a student be tardy, do not refuse admission to your classroom or send them back to the previous class for a pass, but do have appropriate, enforceable consequences for the tardy student(s).  The exception to this procedure is first period- is a student is tardy to your first period class, they must have a tardy slip issued by the main office in order to be admitted.
Remember - check roll at the beginning of each class and notify the office immediately if any students are absent from your class but are not listed on the school absence sheet.

Students do not leave the classroom without a signed student pass which are located in the student agendas. Remind students that they have a passes per quarter available to them.  A teacher pass should only be used when the student is on business for that teacher.  These should be held to a minimum.  Students found in the hallway without passes will be returned to their classroom.
Class Roll, Plan Book,  and Curriculum Maps:
Powerschool will be used to record grades/attendance. The report cards are generated from what is entered into Powerschool. The assignments/tests and resulting grades must be accurately labeled and entered. Hard copy class roll/grade books will be made available to be completed for each individual class.  
Lesson plan books and the corresponding curriculum maps should be maintained during the year as well. Grade and plan books must be turned in at the end of the year.  Remember to make sure you have enough grades in order to determine a valid and reliable grade for each student. *This is discussed further in the section on grades. 
Communication with Parents:
In order to achieve successful education goals for students and the school, teachers and administrators must maintain communication with parents.  Parents should be clearly informed of their student’s academic level, areas of strength and weaknesses, ways to assist their student at home, and of any other pertinent information. Communication with parents in order to affirm their children’s work and/or character in your class is important as well. Our responsibility is to stay in contact with parents about their students.  Teachers are to reply promptly and professionally to all parent emails and phone calls, and a communication log should be maintained. 

At the beginning of the year, stress the following points to parents…

· Loftis Middle School will offer rigorous, engaging instruction to their children.

· Loftis Middle School will teach grade level standards and beyond. 
· Loftis Middle School will instruct, coach, assess, and keep parents informed of their child’s academic achievement.
· Loftis Middle School will assign homework.

· If at the end of the year a student has insufficient academic progress, Loftis Middle School will not promote him/her unless we feel that this student can be successful at the next level.

Parents should expect homework nightly.  They should expect to do work in class.  They should expect the entire class period to be devoted to instruction.  Parents need to know that their children need to be at school in order to achieve, and missing class could impede their learning.
Computers & the Computer Lab:
At Loftis this year, we are fortunate to have three computer labs and access to other computers and tablets. Teachers must sign up to use the labs and computers. The sign up will be located in the library. Computer usage will be limited during testing windows as all but the science achievement test will be computer-based.

 Keeping the computers in working order is imperative so that the required testing may be completed and students may use them for class assignments and projects. When teachers use the computers with their students, they are responsible for monitoring the students’ usage. They are to keep students from harming the computers like removing computer keys, trying to download suspicious items, monitoring websites students go to, and ensuring students are using the computers in accordance with HCDE policies. 
All teachers are issued a school computer to use for their professional needs. Should you have a computer issue, you will need to let our technology support person (Kevin Holland) know as soon as possible via email. 
Disaster Drills - Fire / Tornado / Bomb Threat/School Safety:
 

Fire exits and tornado drill plans should be posted by the door in each classroom.  At the beginning of the year, these plans should be reviewed with each of your class periods.  If you do not have a fire exit or tornado drill plan in your room, please notify the main office. 
 

During a disaster drill of any type, each teacher will be responsible for keeping his/her class together and moving in a quiet and orderly fashion.  Teachers: take your roll books with you.  Once you have reached your designated area, take roll immediately to ensure that all students are present and accounted.  Fire drills will occur at least once a month.  

Fire Drill

· The signal for a fire drill is the actual fire alarm in the school.  
· Immediately upon hearing this signal, students, faculty, and all others in the school shall evacuate   
            the building via predetermined routes and exits.  Predetermined alternate routes shall be used    

            in case the primary routes or exits are blocked. *The teachers should take their roll books for 
their class. 

· Close all windows and doors.  
· Students should leave all books and not go to their lockers. They may take coats and handbags 


located at their seats.  No student will be allowed to get belongings once the alarm has been 


sounded or go back in the school. 
· Students shall remain with his or her teacher through the duration of the drill.  
· Clear the building by at least 50 feet.  
· CHECK ROLL to ensure students are accounted.  If someone is missing, the Principal or 



person in charge will be informed immediately and a search will be conducted as soon as 



possible, time permitting. 

· STUDENTS SHOULD BE SILENT DURING A FIRE DRILL.  
· A pre-planned location for a first-aid station will be located outside at a safe distance from the 


school This location for Loftis Middle School will be in the center of the island 
directly in front 


of the school.
Tornado Drill

· A tornado drill will begin by an announcement being made… “Attention Loftis Middle School, 
            we are now having a tornado drill.”
· Classroom teachers should escort their students to their pre-assigned shelter locations.  All staff 
            should move quickly and quietly in an orderly manner utilizing the pre-determined route to their 
            assigned shelter locations.
· A schematic floor diagram, which shows the pre-assigned shelter locations, shall be posted in 
            each room at the door of egress.
· The teacher shall ensure that the last person that leaves the room closes the door.  Do 
            not open windows in the classroom.  Time is better spent taking shelter.  It is extremely 
            hazardous to be near a window during storms.  
· The responsible teacher shall take the roll book for their students, and take roll to ensure all 


students are accounted. If anyone is missing, the Principal or person in charge will be 
            informed immediately and a search will be conducted as soon as possible, time permitting.
· If a room is next to a restroom or other room which is vacant at that time, the teacher 
            shall direct a person to check that room, to ensure that anyone who may be in the room receives        

            the warning and evacuates immediately.
· Faculty members who have planning periods at the time of the warning shall act as monitors, 
            checking to see that all unattached persons are in as safe a location as possible.
· Students are allowed take only coats or handbags, which are located at their seat.  Students are 


not allowed to go to their lockers. 


· Once in students are in their shelter location, they should be instructed to respond to a specific 


command to assure protective postures, facing interior walls, when the danger is imminent.  Such 


a command will be:  “Everybody down! Crouch on elbows and knees!  Elbows outside of knees! 


Head between your arms! Clasp hands over back of head!”  
· Recommended body position…

[image: image1.png]



· Doors to the protected shelter, interior classrooms, closets, bathrooms, hallways, etc. should 
            remain closed to cut down on flying debris.

· In the event time does not permit evacuation to assigned shelter locations, students, under the 
            direction of the teacher, will move to the safest area within their room.  The safest   

            area within a room in a tornado situation is next to an inside wall, farthest away from any 
opening to the room, window or door.  Crawling under sturdy desks or other large pieces of 
furniture will afford some protection.
· In case of a tornado drill, for drill purposes only, a bell will ring for a signal to return to                 

            classrooms.  Everyone should return to their respective classrooms quickly and quietly. 
Actual or Reported Explosive/Incendiary Devices/Bomb Threats

If an object is discovered within the school (or on the school campus) that is suspected to be, or is confirmed to be, an explosive or incendiary device, or if a bomb threat is received by phone:
· The person discovering the device or receiving the threat shall immediately notify the Principal or 
            person in charge.

· The Principal or person in charge shall order evacuation from the building following a fire drill 
            procedure.  

· If it is determined to evacuate, evacuation will be in accordance with established procedures, to 
            include routes and exists for evacuation in the event of fire.  The location of the device within the 
            school may require modification of evacuation routes and exits.

· Two-way radios should be turned off.

· Microphones should not be keyed or turned on.

· Telephone use should be restricted to urgent business only.

· Loud noises and excessive movement must be kept to a minimum.  Some devices will detonate 
           with the slightest movement or loud sound.

· It is imperative that unauthorized persons be prevented from entering or reentering the school 
            building.

· Procedures will be established for placing a cordon around a device located on the campus.

· Roll calls will be made to insure that evacuation is complete.

· If it is determined that students and teachers cannot reenter the building for some time, teachers 
            will be asked to escort their students to the baseball, softball and football fields.  6th Grade 
            students and teachers will report to softball field, 7th Grade students and teachers will report to 
            baseball field, and 8th Grade students and teachers will report to the football field.  

· Faculty members who have planning periods at the time of the drill shall act as monitors,
            checking to see that all persons are in as safe a location as possible and help escort and supervise 
             students in the event that students and teachers are requested to report to the fields.
School Safety Drill

An Office Staff Person will announce over the intercom… “This is a school safety drill.”

After this first announcement is made teachers should do the following:
· Lock and close your hallway door.
· Close your blinds if they are open.
· Cover the window of your hallway door.
· Turn on your radio (if you have one) and wait for further instructions.
· Instructions may come via the intercom.
After completing the above instructions…continue with your lesson as planned.

One of four announcements will then be made:
1. “All Clear”

· In the event of this announcement you may return to class activities as usual as the drill is 
      over.

2. “This is a general school safety drill”

· In the event of this announcement you and your students should place your/themselves
      underneath desks and tables in the middle of the room.  Students should kneel down and 
      cover their heads with their arms.
· Teachers and students should remain in this position until an administrator or SRO comes 
      and unlocks your door to inform you that the drill is over and you may return to 
      normal classroom activities.
3. “This is an interior school safety drill”

· In the event of this announcement students and staff are ordered to immediately drop to 
       the floor and move the deepest corners of the room on the inner (hallway) and as close to 
       the wall as possible and away from the door.
· The body position used should be similar to the recommended body position used for 
       protection during tornadoes facing into the center of the room.
· Turn out the lights.
· Teachers and students should remain in this position until an administrator or SRO comes 
       and unlocks your door to inform you that the drill is over and you may return to  

       normal classroom activities.

· Please note the diagram included at the end of this handbook.
4. “This is an exterior school safety drill”

· In the event of this announcement students and staff are ordered to immediately drop to 
      the floor and move to the outside wall away from and below window level.

· The body position used should be similar to the recommended body position used for 
       protection during tornadoes.
· Turn out the lights.

· Teachers and students should remain in this position until an administrator or SRO comes 
       and unlocks your door to inform you that the drill is over and you may return to 
                         normal classroom activities.
· Please note the diagram included at the end of this handbook.
5. Students and teachers should remain in safety position until given the all clear from an 
administrator or School Resource Officer. An administrator or SRO will open classroom doors and give individual classrooms the all clear to return to normal classroom activities.

You are responsible for reviewing and being familiar with the School Safety Drill guidelines in this Teacher Handbook.

Code Blue Drill

Policy:
A “Code Blue” will be announced in the event any person is found to be in a condition that might lead to threat of life or limb.  These conditions include (but are not limited to) seizure activity, unresponsive victim, victim with no pulse, and a victim with bone protruding through the skin.

Procedure:
In the event a victim is found to be in a condition which threatens life or limb, the following procedure will be executed:

1. Call out “Code Blue”.  Send child to get teacher from closest classroom.  The child is instructed to tell the teacher there is a “Code Blue” and location.

2. Notify office of “Code Blue” situation.  This can be done by another teacher, a student, or via cell phone (843-4749).  When notifying the office, make sure an adult is contacted.  “This is an emergency – I need to speak to an adult!”

3. If victim is unresponsive, assess victim for need for CPR (see attached guideline sheet).

4. The “Code Blue” will be announced from the office over the intercom system.  During a “Code Blue”, there will be no movement of students in the hall (i.e., no walking to the library, lunch, PE, etc).  The office staff will assign one person to call 911, one person to go outside and direct the EMS staff to the closest entrance, and one person to report to classroom to assist with crowd/student control.  More people may be assigned as needed.  

5. The school nurse, one administrator, and any CPR certified personnel who is free may report to the “Code Blue” site to:

a. Assist with CPR and get the AED as needed.

b. Assist with any students needing emotional support.

c. Move any students at the scene to another location.

d. Assess the situation and notify the office so they can contact family.

e. Record the event. Important items to document include:

· time event occurred

· when 911 was called

· treatment(s) done

· when 911 arrived

· when parent / was notified

· any other pertinent events (change in condition, activity, etc)

6. Once the “Code Blue” is completed, an announcement will be made over the intercom “Code Blue Complete”.  This will notify staff to resume normal activities.
7. Whenever possible, a staff debrief should be done to address:

a. Process improvement

b. Process success

c. Emotional needs of participants

8. Staff and students will be educated and practice the “Code Blue” procedure and will evaluate the drills for process improvements.
Resource: American Heart Association BLS Guidelines, 2005

Discipline:

Discipline anywhere on campus is the responsibility of ALL the faculty and staff.  Good discipline requires the cooperation of the faculty, staff, parents, and students.  Individual teachers must exercise good judgment, consistency, fairness, and firmness in the handling of all disciplinary matters.  Teachers should protect the integrity of the team and be in agreement on student behavioral expectations and consequences. Teachers should demonstrate classroom control and address as many individual problems as possible.  Each teacher is responsible for being familiar with the Student Code of Conduct found in the student Agenda-Mate.  To improve discipline and provide greater consistency, teachers are to use the following classroom management procedures before referring a student to the office: 
· Verbal warning

· Verbal warning with consequences

· Written reprimand or email to parents

· Parent contact by phone

· Team meeting

· Team meeting with consequences

· Office Referral

When you write a referral please follow these guidelines:
· State facts not opinions…Don’t say, “So and so was disrespectful to me” but do say, “So and so called me a..”; Don’t say, “So and so is insubordinate” but do say, “So and so did not complete the discipline assignment I gave him”.

· State the actions you have attempted before you referred him/her to the office including contacts to parents.

· Include any other pertinent information that would be helpful in making a decision how to handle the situation.

· Be professional about what you write as a parent will be given a copy of the referral.

· Do not put the names of other students on a referral.  Discuss only the behavior of the student being referred.

Major Infractions: students are to be referred to the office immediately for committing major infractions (weapons, fights, assaults, violence, drugs, alcohol, tobacco, theft, vandalism, immoral/disreputable conduct, blatant disrespect to teachers, etc.).

In the event that a teacher finds a student out of dress code, that teacher should notify the Administration and the student will call home for appropriate dress and/or be sent to ISS.  Consequences for continued violation of the dress code are a team decision. Parents should be informed of dress code violations. 
Dismissals:
 

The main office will send an office staff member for any student who is to be dismissed during the school day, or they will be called via intercom by Mrs. Losey.  The student worker will have a dismissal slip.  This slip must be initialed by an administrator or Mrs. Losey.  Any classes missed following dismissal will count as an absence, in accordance with board policy.   
Early dismissal of students from school will be granted in the following ways:
· Parent comes to school and signs for his/her child to leave early.

· Written permission from parent or guardian is sent to school giving another parent or guardian to sign for his/her child to leave early.

· Students should let office know as soon as they can if they will be leaving early.
Tardy Violations:  Students are to be in class by 7:15 A.M.  Students arriving after 7:15 A.M. are tardy.  Students arriving before 7:20 A.M. should sign in with their first period teacher.  Students arriving after 7:20 A.M. must sign in at the main office and receive an admit slip before going to class. Teachers who have delayed students should provide them a pass to explain the tardiness to the next class. The office will only issue a tardy slip if someone in the office was responsible for the tardiness.
Three (3) unexcused tardies to school equal one (1) unexcused absence.  Three (3) tardies to any class will result in an office referral where the student will receive a referral. The tardy policy is a quarter policy. Excessive tardy referrals to the office will result in more severe consequences.  
Dress Code (faculty):

 

Staff members are expected to dress professionally and modestly at all times.  Jeans and t-shirts are only appropriate for casual days. Also, with the exception of the physical education teachers, shorts should not be worn during regular instructional days. 
Dress Code (students):

Please review the dress code carefully.  While it is the student’s responsibility to follow the dress code as it is written, it is our responsibility to enforce the dress code consistently.  Following the announcements each day, you should check the students in your first period class for appropriate dress. If they are not, students should be sent to the main office to contact parents to bring them appropriate clothes.  They will then be sent to ISS.  Class work will be requested. 
Educational Movies/Television:

When using educational T.V. or movies, be sure to review the instructional program guide, plan follow-up activities for each program viewed, and incorporate them into your instructional program.  Make sure they adhere to the state standards for your grade and subject.  Students should be informed of the connection between the chosen show/movie to the lesson you are teaching. Regular instructional days are not to be used to show non-instructional movies/shows. Be mindful about what you show during class and be sure it would be deemed appropriate by the parents of your students.  Prior to the showing of any recording that is not an acquisition of the Central Media Services Audiovisual Library or the school library media center collection you need to complete an Audio, Video, and Digital Recording Approval form.  See our librarian, Jana Clemons, for the form. 
Email:

All faculty and staff are issued a school email from the school district. This email will be used frequently to share important information about a variety of topics. On many occasions, you will receive emails that require you read them to be informed about what is occurring at school, student concerns, evaluation information, and other such pertinent news. Please make sure you check your email at least once a day. Also, should an email require a response, please do so in a timely and professional manner. 
Remember per HCDE’s Technology Acceptable Usage Agreement:
Users should have no expectation of privacy with regards to any data stored, transmitted, or accessed on school system resources (i.e. school computers or tablets). 

Based on this, please be mindful about what you are sending or viewing on school technology devices. 

Evaluations /Classroom Visits:
 

Teacher evaluations will be completed according to the HCDE framework.  All teachers will be evaluated according to the Project COACH evaluation program. Tenured teachers will have a minimum of six evaluations, and non-tenured teachers will have eight evaluations during the course of the year. Please see HCDE Board Policy on Evaluation for further information. It is found on www.hcde.org under Board Policies.  To access Project COACH for your evaluations, summative evaluations, and professional goals, please go to https://www.t-eval.com/.
 The Administration believes that a highly visible administrative team helps set the tone for maintaining appropriate classroom behavior.  Therefore, we intend to be in the classrooms, hallways, and the cafeteria as often as possible.   

 
Extracurricular Duties:

 

We will work hard to keep responsibilities outside of the classroom to a minimum.  However, we encourage opportunities to build relationships outside of the classroom.  There are many activities that are critical to maintaining a well-balanced school environment, such as clubs, athletic events, and dances.  We must all work together to ensure that these activities run as smoothly and safely as possible.  Therefore, all staff members will be required to do the following:

 

· Collect money and distribute tickets at the gate for three athletic events.  
· Each grade level/dept will chaperone one after school dance.

· All teachers are required to attend Open House.  Teachers are encouraged to attend other PTA meetings.  PTA attendance will be reflected in Domain VI in your Project Coach summative.
Faculty Meetings:
 

When needed, brief faculty meetings will be scheduled immediately after school, usually on Monday afternoons.  If at all possible, staff will be notified of these meetings during the previous week.  All staff will be expected to attend such meetings unless other arrangements have been made in advance with the Administration.  Other pertinent information will be shared during grade level meetings with the Administration.
Field Trips:
 

Before scheduling a field trip, please familiarize yourself with the guidelines set by the Hamilton County School Board.  In addition to any forms required by the county, all scheduled field trips must have signed permission from Central Office and a copy of the Field Trip Information sheet should be completed and copies given to Mrs. Losey and the Administration prior to departure.  Also, be sure to notify in advance any other teachers impacted by the trip as well as the cafeteria manager.  Field trip approval forms are available online @ www.hcde.org.  Please keep in mind financial guidelines in scheduling field trips. No field trips will be approved during state achievement tests.
Grading:

A – 93 – 100


Never allow a child to regress to low grades

B = 85 – 92


without informing the student, parents, and

C = 75 – 84


team.  Document any contact made.

D = 70 – 74

F = 69 or below
Teachers should grade student work, quizzes, tests, and projects in a TIMELY MANNER. These grades should be updated on Power Teacher/PowerSchool regularly so parents and students are aware of current student progress. This will keep parents and students from being surprised by a possible low grade at the end of a quarter. 
· Grade Components
The grading formula for each nine week’s grade is as follows: 
1. Instructional Tasks: These include instructional task such as daily work, quizzes, teaching tasks, and problem/project based learning activities. 

These account for 50% of the student’s grade. 

Note: Homework assignments should count no more than 10% of the total grade.

2. Assessment Tasks: Assessments may include summative unit tests, essays, performance assessments, constructed response tasks, and problem/project based learning activities.
These account for 50% of the student’s grade.  

Semester and Final Grades
3. First semester final grades are numeric average of the 1st and 2nd quarter grades. Second semester final grades are the numeric average of the 3rd and 4th quarter grades.

· In TCAP tested courses, the 2nd semester grade is weighted 85% of the 3rd and 4th quarter numeric average and15% TCAP.

· In state-mandated EOC or district EOC tested courses, the 2nd semester grade is weighted 75% of the 3rd and 4th quarter numeric average and 25% EOC exam. 

· Final grades are calculated by averaging the 1st and 2nd semester grades. 

· There is no retake option on state-mandated tests.

· If state-mandated test results are unavailable by the end of the year, the 50-50 rule will be in effect for 4th quarter. 

Homework:

Homework is to be assigned regularly for the purposes of gauging student mastery and understanding.  Teams should work together to make sure that homework assignments are reasonable in the time expectations for students.  Be careful that major projects assigned in different subjects are not due the same day.  Remember homework cannot exceed 10% of a student’s grade. Assignments are to be updated regularly through PowerTeacher.
In-School Suspension:
Students will be assigned to ISS by administration.  When a student is assigned, you will be notified by way of email.  

Any time one of your students is assigned to ISS, at least one teacher from your team is required to check in with that student at least once during your planning period on a daily basis.  Simply check to see that they understand their assignments and then sign-off on the sign-in sheet in the student’s folder.  

Leaves of Absence:
EMERGENCY LEAVE (CERTIFIED EMPLOYEES)

Emergency leave for certified employees shall be in accordance with the HCDE memorandum of understanding.  
DUTY

An employee called for jury duty or subpoenaed as a witness in court or required by the Board to appear in a court related proceeding during the workday shall suffer no loss in pay or leave days. Any fees or remuneration the employee receives during such leave shall be turned over to the Hamilton County School System.
COURT APPEARANCES

If a employee appears in state court because of a personal interest, whether as a plaintiff, defendant or witness or voluntarily appears in behalf of family or friends, or when a teacher is required to appear in court either as a defendant or plaintiff in a civil case, personal leave or leave without pay shall be granted in accordance with the established board policies on leaves. Any employee who is involuntarily subpoenaed as a witness in a case pending in any court will be paid for time in attendance in court provided that the time sheet is accompanied by a copy of the subpoena.  Any employee who is absent by reason of attending court to participate in the trial of a case either as plaintiff or defendant will not be entitled to pay.

SICK LEAVE

The time allowed for sick leave for certified personnel shall be one (1) day for each month employed during the school year and shall accumulate for an unlimited number of days.  Sick leave shall be defined as: illness of a teacher from natural causes or accident, quarantine, or illness of a member of the immediate family of a teacher, including the teacher's wife or husband, parents, grandparents, children, grandchildren, brothers, sisters, mother-in-law, father-in-law, daughter-in-law, son-in-law, brother-in-law, and sister-in-law. A signed statement listing the cause of absence shall be provided by the employee on forms furnished by the director of schools and shall promptly be given to the immediate supervisor in support of all claims for sick leave pay. A falsified statement shall be grounds for dismissal.
A certificate from the physician on forms furnished by the Board may be required in support of any claim for sick leave pay. The principal shall notify the personnel and payroll office at once if an employee is sick beyond the limit of his/her sick leave accumulation. The substitute teacher, beyond this point, must have a certificate or permit and must be paid according to the state salary scale.  Permanent, cumulative sick leave records for each active professional employee shall be kept in the director of schools' or designee's office.

A teacher, upon employment, may transfer his/her accumulated sick leave from another Tennessee school system, provided that the director of schools of the system in which the accumulated leave was held provides notarized verification.  Sick leave for maternity purposes may be taken during the period of physical disability only. A teacher may use up to thirty (30) days of accumulated sick leave for the adoption of a child. If both adoptive parents are teachers only one parent may request leave. Written verification from the adoption agency or other entity handling the adoption shall be required before the leave is granted.
Any leave not addressed above must be secured in written form and permission granted in writing from school principal and human resources director.
Lesson Plans:

As mentioned previously, daily planning is crucial to effective classroom instruction.  Lesson plans should be completed one week in advance.  Plan books should be available on a daily basis to the administration during drop-in classroom visits.  Lesson plans should clearly detail what will occur in the lesson including what standards are being taught, teaching strategies to be used, materials/resources, and any formative/summative assessment activities. 
Lesson Plans for Substitute Teachers:

It is the responsibility of the teacher to see that the substitute has access to updated lesson plans and teacher’s manuals when the teacher they are filling in for is absent.  A substitute folder shall be maintained at all times in the teacher’s desk and should consist of following:
· Class rolls for each period as well as classroom procedure and rules should be provided.
· A schedule of your teaching day that noting the regular schedule and in there are any times and days you have special classes or events. 
· Note the names and times any children from your class who attend language or gifted classes.

· Substitute lesson plans should include written assignments with the state standards identified.
 

Plans that are left for substitutes should be clear, concise, and consist of appropriate review.  New content should only be left when you have had a chance to go over the material with the substitute in advance and you are confident that he /she can present it appropriately.  When a substitute is present, they should be encouraged to aid students as needed with their assignments.  Work that is left should involve the students in an appropriate fashion and should not simply consist of studying for a test, reading the next chapter, or watching a video.

Emergency Sub Plans: All teachers should create an emergency lesson plan file.  This file will consist of 3 days’ plans, class rosters, daily schedule, lunch schedule, and any special instructions.  This file should ONLY be used in the event of a teacher absence that is not expected and should be updated as needed.  Turn in your emergency lesson plan file to Mrs. Losey by August 18th.
Line of Authority:
 

In the event that all members of Administration are out of the building, the established line of authority is as follows:  

 

* Harry Mills

* Christy Perry
* Blake Clemons
* Deanna Rice
 

These teachers will work together regarding any disciplinary incidents or general problems that require administrative intervention.  

 
Locker Assignments:

 

Lockers will be assigned by teams.  Team leaders are responsible for keeping an accurate record of locker assignments and student combinations.  A copy of your locker assignment sheet along with any changes and/or additions should be given to the Assistant Principal.  

Lunch:

A copy of the lunch schedule is part of the Class Schedule.  We operate on a tight schedule so it is imperative that each teacher bring their class to the cafeteria and pick them up on time.  

Make-Up Work:
Excused absences entitle students to make up work missed.  Students will be given five days to make up the work missed after an absence as per HCDE administrative policy.   Unexcused absences may result in homework assignments as make up work that receives reduced credit not to exceed 30% reduction.  After an excused absence, make up work shall receive 100% credit.  Request for make up work becomes the responsibility of the student.  Teams are encouraged to provide advanced work if the student lets them know they will be missing school.  This is another reason it is imperative that teachers update assignments on Power Teacher.
Outside Speakers:

Teachers are encouraged to use system-wide specialists, parents, and other community resource people to visit the classroom in order to meet an instructional need.  Please advise the office prior to the classroom visit giving information as to the date, time and topic to be covered.  Again, be careful with who you invite to your classroom as you will be endorsing what they say and do just by their invitation to your class.

Packing Slips:

Packing slips for materials ordered by the Hamilton County Department of Education or the school must be signed and returned to the bookkeeper.  All packing slips must be turned in to Ms. Jackson before payment can be made.

Parent Concerns:

Parent concerns will be directed to individual teachers as the first line of action.  In the event that the office receives a concern from a parent without contacting the teacher first, this concern will be shared with the teacher for his/her information only.  This by no means indicates that the office agrees with the concern but only serves as notification to a teacher that a concern has been expressed.  Parent concerns should not be discussed with students unless directed to do so by the Administration.  
Parent Conferences:

It is the responsibility of the teacher to notify parents of difficulties their children may be experiencing during the school year and schedule conferences as needed. The school district requires designated times for parent conferences twice a year, but parent conferences are not confined to these times. Parents should be notified when student is experiencing difficulty (academic/behavioral) so the parents have an opportunity to work with their child in an effort to remediate the situation.  Any radical change that a child may display concerning grades, homework, class assignments, or attitude is to be shared with parents as soon as it is discovered.  The principal or any special teacher should be notified if it is felt that his/her attendance at the conference is merited.
Important: The teacher/team should initiate a conference before each grading period when a child receives an unsatisfactory report.  Keep all notes from parents and keep a log of parent contacts.
Parent Visitors:

Parent Visitors are welcome at Loftis Middle School as we are proud of our school. All parent visitors must be cleared through the office.  If a visitor has not checked in nor has a badge, you should ask them to report to the office.  No parent will be permitted to come to your classroom without prior arrangement and/or notification from the office.  Please let the office know when parents will be coming to your classroom.  Efforts are being made by the PTA to provide help to the LMS teachers so you will see parents in the building.
PONY:

The PONY is the vehicle by which materials are sent from one school to another school or to the central office.  If you wish to send something to another school or to the central office, address it clearly and put it in the gray basket in the office copy machine room.  It will be picked up and delivered. The PONY runs every day except Tuesday.  Any PONY materials sent to you will be placed in your mail box or delivered to your room.
Records:

Student records including report cards, cumulative records, test scores, and student work that that may tend to embarrass or subject a child to ridicule by others are a matter  made accessible only to the student himself, his/her parents, and/or school officials.  Absolute confidentiality is required.  Do not allow students or parents to work with or view other student’s records. No one is to record grades except you.
Teachers must comply with the confidentiality of student records at all times.  

Report Cards:

Report cards and grades for each grading period will be issued during the week following the end of the grading period.  Computer-generated report cards will be used.  Due dates for grade entry will be announced.  Clean up and grade distribution sheets will be computer generated. Students will be given their report cards to take home to their parents.  Parent access to PowerSchool will be used for progress reports.  Please refer to school calendar for dates of report cards and mid-term reports.  Please make sure you have the required information in by designated times.  Just one teacher being late holds up the entire process.
Reports:

Please be prompt and professional with any required reports or documentation as we all have deadlines to meet.  Check for accuracy by going over them before you turn them in to the office and make sure you include your name and the date.
Requesting a Substitute:

Instructions for Requesting a Substitute Teacher

You must be registered into the system before you can request a substitute teacher.  Call 822-5309 and follow the instructions.  The User ID is your employee ID number and the PIN is the last four digits of your social security number.  If you have questions, call the Help Desk at 498-7076 or 498-7077 or email Paul Smith at Smith_pe@hcde.org
To Request a Substitute by Phone

Call 822-5309 and follow directions.

To Request a Substitute by Computer

1. Open the Internet.

2. Type in https://hcde.eschoolsolutions.com and press enter.

3. A screen will appear that reads Welcome to SmartFindExpress.  

4. Type in your User ID number. Your User ID is your employee ID number.

5. Type in your PIN number.  Your PIN number is the last four digits of your social security number.  

6. You are now at your home page. Your name will be at the TOP of the page under the tabs.  Tabs are different for each level of user. At a minimum you should see Create Absence and Review Absences. 

7. Left click the Create Absence tab. Fill in the information.  

8. Click on CONTINUE when you have finished.  If you need to start over again, click on RESET.

9. Review the information on the next screen, and click Create Absence. 

10. Review the information again, and record the job number. 

Other Things You Should Know

If your request is for days that are not consecutive, you must enter a separate request for each day.  For example, if you are going to be absent from September 7-8, you can do this with one entry.  If you are going to be absent September 7-8 and October 5, you must submit a request for September 7-8 and then submit a second request for October 5. 

You can request a specific substitute.  However, substitutes fill out a form that tells Human Resources where they want to sub.  If the sub you request has not indicated that she/he is willing to sub at your school, the system will not accept your request.  If you encounter this problem, call the Help Desk at 498-7076 or 498-7077.

Each morning the school secretary or school administrator can print a list of the teachers who have requested a substitute teacher and the name of the sub for that teacher.  The person designated to handle absences at your individual schools can do this.

Retentions:

If you believe that a child is in danger of retention, you are to have a conference with parents immediately to inform them of the possibility.  In addition, send names of possible retentions and conference notes to the Administration on a quarterly basis.
Room and Equipment Repairs:

Please let the Assistant Principal and/or secretary know when you need repairs made in your room or on school equipment.  Send the specific problem by way of email so that a work order can be submitted to the maintenance department.  Report computer needs to the school tech support representative.
Schedule Changes:

 

All schedule change requests should be made through the guidance office.  Complete the request form and turn it in to Mrs. Losey.  The changes, if approved, will be made quickly.   Please remember that a student should NEVER begin attending a new class until they receive a new schedule and all teachers impacted by the change have been notified.  In other words, if a new student comes to your class and you have not been notified of this change in writing, his/her schedule change has not been approved or completed.  For safety reasons, changes must be made first in the computer before students physically move to another class.  All schedule changes need to be approved by the Administration.
 

School Activities:
 

All extra-curricular activities planned during the school day must first be cleared through the administration.  Once approved, all such activities will be noted on a school-wide calendar.  This calendar will be kept with the school secretary.  During any school-wide activity (assemblies / pep rallies / etc…), all teachers will be on duty unless otherwise notified.  A shortened activity schedule will be distributed to teachers in advance.   

 
No extra-curricular activities are to be scheduled during state achievement tests. (This includes field trips, team pictures etc. that take place during school.)
School Board Policies:

Teachers should familiarize themselves with HCDE school board policies as all HCDE employees are expected to adhere to them. The policies can be accessed at:
http://www.hcde.org/?PN=Pages&SubP=Level1Page&L=1&DivisionID=14291&PageID=20755&ToggleSideNav=ShowAll
Sexual Harassment and Discrimination:

The Hamilton County Board of Education is committed to safeguarding the rights of all students and employees within the school system to learn and work in an environment that is free from all forms of harassment and/or sexual harassment.  It is the policy of the Hamilton County School System to maintain a learning and working environment that is free from harassment of any type. The school system prohibits any form of sexual harassment or harassment based upon age, religion, disability, or race/national origin.  It shall be a violation of this policy for any student, staff member or member of the public, during any school related activity or during any education sponsored event, whether in a building or other property being used or operated by the Hamilton County School System, to engage in any form of harassment. Persons found to have violated this policy shall be subject to penalties or discipline that the school system deems appropriate. For more information pertaining to sexual harassment and discrimination, please refer to the HCDE school board policy on sexual harassment found on the district website under the School Board section. 
Social Media and Confidentiality:

HCDE recommends teachers consider the following with social media usage:
· Edmodo is an appropriate tool for educational social networking. Edmodo is a secure social learning network for teachers and students. HCDE offers this for their teachers. https://hcde.edmodo.com/ 
· Teachers should consider privatizing their settings on their personal social media accounts. This is recommended for the protection of privacy for teachers and for them to be able to monitor comments/pictures being posted on their pages. 
· Photos and videos of students and staff should not be shared or posted electronically without expressed permission. 
Remember as professionals, all faculty and staff must practice confidentiality with regards to student and teacher information. Be mindful of what you discuss with other staff, community members, and parents. No student pictures or information will be displayed on social media sites (Facebook, Instagram, etc.). Be sure you are representing our school in a professional way when you have conversations in public. 
Student Assignment Books (Agenda Mates):

 

Agenda Mates will be distributed through homeroom teachers.  ALL students are to receive an Agenda Mate during the first week of school - fee payment is not required.  Each team should discuss with their team members how they will be using their Agenda Mates this year.  
 

The recommendation is that you utilize the Agenda Mate often in assuring that homework assignments are copied appropriately and as a primary means of communication with parents.  

 

If a new student enrolls and is assigned to your homeroom, please assign an Agenda Mate to him /her.  If you need more books, see the guidance counselor.  Any extra Agenda Mates should be securely stored. 
Student Handbooks:

Student information handbooks will be separate from their assignment Agenda Mates this year.  ALL students are to receive a Student Handbook during the first week of school - fee payment is not required.  Each team should decide how to cover the information with their students during the first week.  If a new student enrolls and is assigned to your homeroom, please assign a Student Handbook to him /her.  If you need more books, see the guidance counselor.  
Team Leaders:
 

Team leaders are responsible for coordinating all team activities and maintaining accurate records of each team’s finances.  Team leaders should take the lead role in assuring that team activities are coordinated through the main office.  He /she will also take responsibility for communicating information to team members. Team leaders will be responsible for keeping documentation (brief summaries) on file regarding each team meeting and parent or student conferences.  ALL teams should meet at least on a bi-weekly basis.  
Test Scores:

All students should have TCAP test scores, universal screener scores, and other possible formative assessment data. Much of this data can be accessed through Cognos/Dashboard. Teachers should review students’ previous test data to notice any strengths or weaknesses the student may have. Additionally, teachers should review their own test score data from the previous year as it may help them determine if they should continue certain instructional practices and identify their own areas of strength and weakness. 
During 2016-2017, students will begin taking the TNReady using the new state standards in math and language arts. These tests as well as the social studies state achievement test will be computer-based tests. The science test will be the only test given in the previous TCAP format. 

Textbook Assignments:
 

It is crucial that each teacher keep adequate records of all textbook assignments.  Before distributing the first book, please count and inventory your books.  When you assign a textbook to a student, be sure to make a note of its condition (new, good, fair, etc.).  Students should sign the textbook assignment form, verifying the condition of the text.  Teachers should write the child’s name in each book.  Each teacher should keep one copy of the textbook assignment sheet and send one copy to the Assistant Principal as soon as completed.

Also, each teacher should complete a Textbook Inventory Form (found in the Forms section).  The number of books on hand at the beginning and the number of books issued at the beginning must be turned in to the Assistant Principal, along with the textbook report sheet, as soon as completed.  This form will be given back to the teacher at the conclusion of the school year to be fully completed.

Textbooks- Lost or Damaged:
Textbooks are to be inventoried at the beginning of the year to make sure they match the inventory from the end of the previous year.  When issuing textbooks, make sure to keep an inventory of who has which book and the condition it is in. If a student loses a book, he/she is responsible for replacing it by paying for it.  Let the Assistant Principal know about the loss.  Turn in the name of book along with the name of the student and the money collected on a log sheet to Mrs. Jackson.  After the student has paid, or made arrangements with administration to pay, you may issue another book.  If the original book is found, a refund will be made.  

Tobacco:

Tobacco use on school grounds or at school related functions is prohibited per HCDE board policy.

Transportation (Bus) Assignments:
Forms will be provided at the beginning of the school year to obtain bus numbers of each student who uses Hamilton County bus transportation.  These forms are to be filled out and returned to Mrs. Griffith by 8/24.
Responsibility
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