[image: image1.wmf]
Elementary Faculty

Information

[image: image7.wmf]
a compilation of notes, 

expectations and guidelines 

Reference Guide 

	Common and Everyday Information

	1-1
	Before the school day
	
	

	1-2
	Special Classes
	
	

	1-3
	Record Keeping – Lesson Plans
	
	

	1-4
	Record Keeping – Attendance
	
	

	1-5
	Record Keeping – Lunch
	
	

	1-6
	Lunch Duty
	
	

	1-7
	Recess Duty
	
	

	1-8
	First Aid Guide 
	
	

	1-9
	Classroom Volunteers
	
	

	1-10
	End of Day Dismissal
	
	

	
	
	
	

	Periodic or Special Occasions

	 2-1
	Videos 
	
	

	 2-2
	Student of the Month
	
	

	2-3
	AR [Accelerated Reader] Parties
	
	

	2-4
	Class parties
	
	

	2-5
	Assembly Seating
	
	

	2-6
	 Elementary-wide projects
	
	

	
	
	
	

	End of the Year

	3-1
	Field Day
	 
	

	3-2
	Reading Circle Certificates
	
	

	3-3
	Awards Assembly
	
	

	3-4
	Most Improved Student
	
	

	3-5
	Student of the Year
	
	

	3-6
	Promotion and Retention of Students
	
	

	
	
	
	


[image: image19.wmf]  [image: image2.wmf]
Common and Everyday Information
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1-1 Before the school day

The elementary students have approximately twenty-five minutes between the time the entry bell rings and the beginning of the school day.  It is suggested that teachers have a morning assignment, silent reading time, or other planned activity for the students to participate in during this time.  Students should not be in the hallways, except to go to and from breakfast, or for a restroom break. The restroom should be monitored by the classroom teacher if the students are to have this privilege.  Fifth and sixth grade students are allowed to take instruments to the band room, but should not be accompanied by non-band students.  A student may also use the library for research or to check books in or out.  Students will be sent back to the classroom by the librarian at the warning bell.  

1-2 Special Classes:

[image: image9.wmf]Our students will receive instruction in the areas of Art, Counseling, Library Skills, Music, and Physical Education each week.  You are asked to deliver your class to the special class and pick them up as promptly as possible, as these teachers often will have another class waiting for them. It is a good idea to wait to take your class until after the high school halls have cleared.  Please remind your students that the same classroom behavior is expected of them in special classes, as in the regular classroom.  


Remember that these teachers are part of the elementary team.  Even though our school is small, they often are not aware of topics you are covering in class, special themes, events such as “Grandparents’ Day” celebrations, etc. unless an effort is made to include them.  You will find the special class teachers very willing to incorporate the topics you are covering, or special events within their classes if they are aware of what you are doing.  Please communicate your needs with them often.

1-3 Record Keeping-Lesson Plans

Elementary teachers should be sure to leave their plan book on their desk in case of an unexpected absence.  Teachers should place the curriculum strands for the objectives they are covering in their plans.

1-4 Record Keeping - Student Attendance

Elementary Teachers will be given a large manila envelope containing an attendance/lunch record sheet and a smaller manila envelope for lunch money.  Teachers will indicate any absences and lunch plans, as well as record any incoming breakfast/lunch money. 

If a child arrives late, be sure to send them to the office to sign in.  Three tardies constitutes an absence.  In the event a child needs to leave early, the parent or guardian must check the student out from the office and office personnel will contact you to sent the student to the office..

For a safeguard you also need to keep a separate attendance record by quarter in your grade book. It is important that you send any doctor excuse notes to the office, as these constitute an excused absence.   A special attendance award is given at the end of the year. 

1-5 Record Keeping - Lunch 

Lunch count is taken with attendance every morning.  Each week, teachers will receive an account sheet to give to their students.  This sheet is a  record of how much credit they have in their lunch account.  It is extremely important for the students to take these home, as the school board does not allow charging of breakfasts or lunches. Any student without a positive balance will not be allowed to get a tray; they will be given peanut butter sandwiches.  Again, it is stressed that classes get to the cafeteria on time, as the middle school and high school schedules depend upon the timely arrival and departure of the elementary students.

1-6 Lunch Duty:

Elementary teachers are required to eat lunch in the cafeteria during their class lunch period.  There is a teacher’s table provided.  Please sit where you can be in visual contact with your class.  All students are expected to abide by the posted cafeteria rules.  Iced tea or coffee is available for the faculty members.

For K-4, the elementary principal tries to be present to monitor the lunchroom, but there are times when the principal is not available, and the responsibility falls on the teachers to monitor student behavior.

[image: image10.wmf]1-7  Recess Duty:
General Duties:

K-4th grade has two recesses a day.  5 and 6th grade has one recess a day.  K-4 teachers will be given a duty schedule. 5th and 6th grade teachers are responsible for recess duty every day.

The play area is restricted for all students to the area adjacent to the playground equipment, staying away from the high school class windows, parking lot, and the highway.  Teachers are to patrol the area at all times to insure the safety of the students.  Common sense rules should be followed (i.e.: no climbing swing poles, no playing on the high school stairs, no sliding backward or without sitting properly, no rough play, etc.)  No child is to leave the fenced playground area.  Recess duty teachers must be in constant visual and auditory contact with students being supervised.  Two teachers will be on outside duty all recesses.  Most days, there will a staff person available to monitor students who need to stay indoors for any reason, but please check with the office prior to sending a student for inside recess.

The decision to have recess Indoors during cold or possibly threatening weather is at the discretion of the two on duty teachers.

1-8 First Aid Guide for Playground Supervisors:

BLEEDING (Severe)
Stop bleeding immediately by pressing firmly with fingers or palm of a VINYL/LATEX GLOVED hand directly over the cut or wound.  Take the student to the nurse’s office immediately.  If unable to transport student, sent for assistance.

.

ANIMAL BITES

Capture animal if at all possible, or get good description of the animal to report to Animal Control Officers.

BROKEN BONES

DO NOT MOVE STUDENT if broken back, neck or leg is suspected.  In these instances, students should remain on playground until school nurse or ambulance arrives.  Notify nurse immediately and cover student with coat or blanket if needed.

BROKEN TEETH

Find the tooth or partial tooth and send with student to the office. 

CHOKING


Stand behind the person; wrap arms around waist.  Grasp fist with other hand and place against the abdomen slightly above the navel: below rib cage.  Press fist into the abdomen with a quick upward thrust.  Repeat procedure if necessary.

CONVULSION

Do not try to restrain the movements of student but do try to prevent any injury by moving them away from a dangerous area.  Loosen clothing.  Do NOT force mouth open and do NOT force anything between teeth.  Make sure head is tilted so the tongue is not blocking the airway.  When seizure is over escort student to the office.

HEAD INJURY

Student should be escorted to office if conscious and able to walk.  School office should be notified if the student loses consciousness from a fall or blow to the head.  If student remains unconscious, notify office and DO NOT ATTEMPT TO MOVE STUDENT.

HEAT STROKE

Take student to cool environment as quickly as possible.  If unable to transport student, send for assistance immediately.  

INSECT BITE 

Send student to office for treatment

UNCONSCIOUSNESS
Student may be unconscious for many reasons (diabetes, head injury, high fever, allergic reactions, etc. ) DO NOT ATTEMPT TO MOVE STUDENT.  Notify office immediately.
1-9 Classroom Volunteers:

[image: image11.wmf]We are fortunate to have many parents and grandparents who are willing to assist with classroom activities.  Remember though, that all activities should be directly tied to the curriculum and not be designed to merely provide an opportunity for them to be involved in the classroom, and should not be on a daily basis.  Volunteers can be utilized to work with students who need extra help, such as listening to students read, or supervising the use of the computer or learning centers.  These activities must be teacher directed as the individuals may not be left in charge of your class.  They may also perform secretarial duties such as run off work and cut out letters for bulletin boards.  A volunteer should NOT be used to grade student work, average grades, or enter grades into your grade book.  Be sure to have all volunteers check in at the office for a visitor’s pass.

1-10 End of the Day Dismissal

When students are dismissed to go home elementary teachers are to send all students who walk home or ride bikes to the front elementary lobby, so they can wait there until the busses have cleared the school premises.  This DOES include those who are being picked up by a parent.  All students should ride their regularly scheduled bus unless they have a signed note from their parent stating otherwise.  Teachers should walk their class to the door to the busses.  When all students have arrived at the bus the principal or a teacher should wave to the first driver to leave.    
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Periodic or Special Occasions

2-1 Videos


Although videos and DVDs can be a great educational tool, they can be a controversial subject.  The administration requests teachers complete a video request form for each video we plan to show and have it approved at least two days before it is shown in class.  There is a wide variety of educational videos available for check out in the library ancillary room.  Video requests forms can be found in the “Forms” file on the handbook disk.

2-2 Student of the Month

Each month (September to May) we recognize a student from each class as the Student of the Month.  In the week preceding the end of the month you will be reminded to turn in the name of whom you have chosen.  At this time you will need to write a letter or poem, etc. describing this student or why you have chosen this student for the honor. A sample can be found in the “Sample” file on the handbook disk.

2-3 AR Parties


In the past, there has been a party each quarter to reward students who have achieved their Accelerated Reader goals.  We usually try to do a craft and/or an activity as well as provide a special snack.  This is done at the end of the agreed upon date.  Teachers are asked to help in serving the snacks, doing an activity or monitoring students who did not achieve their goals.  Dates are usually set during faculty meetings.  You should receive more information prior to the parties.

[image: image12.wmf]2-4 Classroom Parties:

Each class will have a homeroom parent who will be responsible for organizing parties.  PTSO will send out a note at the beginning of the year soliciting for a coordinator and other assistance for the parties.  They will provide refreshments, games and additional parents to help supervise during the party.  Parties are held from 2:30-3:15 the day of, or closest to the given holiday.  We observe Halloween, Christmas, Valentine’s Day and Easter.  Teachers will be expected to remain in the room during these parties.  Other parties used purely for reward should be kept at a minimum, and must be approved beforehand by the principal. 
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2-7 Elementary Wide Projects:

It is often beneficial to plan a project that will actively or passively involve other classes.  If you have an idea for such a project, ask for a spot on the elementary faculty meeting agenda to present the idea.  These could include special elementary wide themes, a shared unit of study with another grade, or celebration of a special day or event.  Please remember to let the special class teachers know about these events so they can support them within their specific curriculum.
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End of the Year Information
3-1  Field Day


At the close of every year, a field day is held.  This is a day of a variety of fun activities and contests.  There is a committee that plans for field day.  This committee is formed at the beginning of the year.  Parents are used to help man the activities and serve refreshments. Room parents can help arrange for these assistants.  

3-2  Reading Circle Certificates

The state has a reward for students to encourage students to read.  This is called the Reading Circle Certificate. It is possible for a student to receive a lifetime reading award if he/she has achieved these goals every year K-8.  The guidelines for a student to obtain such a reward is as follows:

	Grade
	Fiction
	Non-Fiction
	Total

	K
	
	
	10

	1
	
	
	12

	2
	
	
	14

	3
	11
	5
	16

	4
	12
	6
	18

	5
	13
	7
	20

	6
	14
	8
	22

	7
	14
	10
	24

	8
	14
	11
	25

	
	
	
	


3-3  Awards Assembly

At the end of every year, an assembly is held that celebrates the accomplishments of the students.  It is at this assembly that the Student of the Year, the Most Improved Student and the subject and volunteer awards are presented.  Please limit your selections to the most important awards as time is limited.  Teachers are given the opportunity to give an award for each of the core subjects.  Teachers can also choose to give an award to students and/or parents who have been great helpers during the year.

3-4 Most Improved Student

This is a special award given to one student from each grade in the elementary.  This is recognition for a student who has improved the most during the year.  As a teacher, you will write a letter/poem, etc. for the principal to read to the audience about the student and his/her accomplishments.

3-5  Student of the Year


A special award is given to one student from each grade in the elementary. This is recognition for a student whom the classroom teacher believes to be an exemplary student, as with the Most Improved Student, a write-up will need to be turned into the principal.

3-6  Promotion or Retention of a Student


One of the most difficult decisions a teacher has to face is whether to retain a student in their current grade if they are having difficulty.  DO NOT wait until the end of the year to begin gathering data and discussing the possibilities with the principal and with the child’s parents.  Some things to consider besides class grades and standardized test scores are: maturity, work ethic, distractibility, attendance, amount of growth academically since the beginning of the year. 


If a child is having difficulty, contact the parents often with suggestions as to how they may help their child, as well as soliciting information from them on how best to help their child.  Effective communication is often the key to solving many student problems.  If you feel that I child needs to be retained, discuss your feelings first with the principal and then with the parents, preferably no later than the third quarter conferences. 


Document all strategies you have used to alleviate the student’s difficulties, such as varying the type of delivery of materials, change in seating, after school tutoring, testing for learning disabilities, participation in Title I Reading and Math classes for additional instruction, etc.  The more information you have to support your ideas, the more likely the parents will agree with your assessment of the child’s needs.
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